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ABSTRACT 



A business education curriculus guide is presei^ted 
for teachers of secondary school students who wish a general aconoaic 
education or an introduction tb vc^cational business training. 
Following a brief introduction, the second of fifteen sections 
focuses on the these of career awareness an4 personal develops ent. 
Section 3 explains teras such as goal, learning outcose, and.area. 
4fh<e fourth section reviews eight business education goalsj for 
example, the first goe^. is to^help students develop a positive 
feeling of self-worth. Section 5 charts twenty-one cours^s^ 1)/ ' title , 
designation, grade', prereguisite, and intent. An ex^sple of a teacher 
created integrated course is provided in section 7. Section 8. 
contains a suggested courjse. grid by enrollsent size ^Q^d partial or 
cosplete curriculun. The section follpwing recossenflp course tise 
allotments. Section 10^ offers a continuous, progress^rograi example. 
Student evaluation examples 'are given in section 11, and resource ^ 
utilization and examples are suggested in the next two sections. ^/ 
Learning outcomes, listed in section 14, are incl^ided for accounting, 
business communications, career skills, data processing, and otiier / 
study areas. In the £(lnal section, intent, content, learning 
outcomes, prescribed/supplctmentary materials, and suggested etjuipfiant 
and facilities are gi'ven for seven cou];ses by grade level. The 
appendix contaii:^s a program development mo^el. (CSS) 



1 



« Reproductions supplied by EDBS are the b^t that can be made ^ 
* ^ from the original document. / « 

«««««««««««««« «««««««4r««««««^«««««««««««««^ 

ERIC 




BUSINESS EDUCATION 

Curriculunri Interinfi Guide 

1077 



A ' N A. N S • ■ 'vx^ ' t ■ 



•■Vs.. 



^ / 




" ' ^ ' - t>lease Note Car^ef lillv^ j / \' / " [ ^ 

I.' ALL courses, in the present Business Educa'tion program . 
, wiLL boatinue -to* be bres.cribed for 1.9^77-78. 

ll. • Thi'S interim guide i^s provided to pre seitt an' overview of 

the revision of the Quslness^Educatipn program whicH -is / 
•presentLy und(ei*way. The V/tLine,s f or' sorpe of the revised 
pourses have i|)efea compLetedf ojtlter couy-ses which are 
pLanned have bee.rt iden^iifieta by 'course names' but the ?' 
. Revision Comoi'i^ttee^ is ^stilL working^bn the outLines. 

IIi; Although ^most tMc^er and adminiistrators ma^ wish to^ use 
.tl^ia interim gbtde for review a nd\ purposes onLy* duri 

the L977~78' sph^Q^ year/ it shouLd'^ it wiLL 

. : ' be per.nissibL$>«^^|- schboLs to intrtoduce one: or more of the 
revised cburs'es' i^' L'977-78 'if /theyvWouLd w^ish to do so. 
However^ admirii^tr'atipns and teach^As i should be aware- that 
budget Limitations WiLL permit the mrtfstry to provide 
presdribed texts ;in/l977-;78 fpr the. fbl Lowing revis,ed 
courses onLV: - 

, Personal and By^'iness Record^ 9' 

Consumer Fundament^JLs 10 , ' ^ 
^ ' Typing 9 

Shorthand 10 ' 

IV.' It^ is" janticipate4 that * the comp;.eteLy^^vis^d program, 
along with all the newAexts, wiLJ.be avail^btp f^or 
September 19.78. A*t that time a '^riaV>>6rrip^lum guide ^ 
: will replace .thi-« inter i^rt editio^'. . ; '-^ 

^' . ' ^ . \ . . ■ • 

V. The '^Suggested Equipment and Faciij'i^es" L is.ks which 
are indicated fpr the revised caUiTse^sf arei infeludied f or 
consideration only. A full stud^pf the implications 
of these proposals will have to b^ 'imaSlev At the present 
time then; the Ministry has not apprbveS theW' ^ 




suggestions . 



VI. -During the .fall terrff of 1977, the knistry w^^^ welcome 
suggestions for modification of thiX reii^lsion from ^ 
Business Educatiot^ teachers and. admihistratbrs 7 These 
suggestions will be considered in Jthe preparation of .the 
final guide. . r ^ / ' ^ , 

. . - ■ t : ■ • ^ 

Please send your suggestions and ^mments to the Curriculum 
Development Branch, Ministry of education, 83 5 Humboldt 
Street, Victoria. 
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Iritroduction 




h€i ^needs 



The Business Educ^ti^ti Curriculum has been estabXisl^^d' t^t^ . 
of secondary schoQ;|. st\idents.in BMti^h Columbia. ^It^s ^^^icated.pn two major 
tenets: First, that seconddfry schWlifitudent^ mayV^i^k"^^ the curriculum 

^or a general (economic) education ^nd skill a'cqbalritatjre^ second, to. 
provide gen^xail "career awareness wi€h an intt-Ocluctij^. jfo^S^ training in a 



J^usiness ^^ttinfg^. 



TlTl3>flLnt'^rim^ guic 
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consists of ¥o 



anb suggestions^ 




jii/^icJt 



iness Eduda^ti<Jti^Pro9|(fuiire g< 

"^^^ I: r 'J 

snty-one, sal 



of a ^proposed tjjenty 




5fesour^s\^, and 





!»W^se of 



s; ^ach 

wath^^\short statement of inten^LcAilrse outHIke/^ suggested 
Ii^iming' outcome^ , lo^ai^xiing^reteour.ces , supplementary 

sted ^^aoili1;ies ar^ equipment 



F0(ir hiandred fif ty-four» ^fe^ning V^utcomes -categorized into 
^iirteen^bJ-cad ^reas^^f Jgho^'ledge 

Becaus^^of^the, size or the ta^ of designing a complete ^new Business 
f^tion Px;o^%iiime and th(^ iir^ortance of- updating, the decijjdon .was made to 
iisK an inteijim guide for September, 19Z7. It is expected that th§ 
^ lining nine coursed will b^ cpitlpl^ted and the gui^e refined, modified, and 
coiii>let^d >for September, 1978. ^j|ecause of "the fast moving p^ce of changing 
busirtfess -technology and modif icaSPbns derived ^rom acttial classroom 
e3q>erience, refih^ment and review will be an ongoing task. / \ 

Twenty-one courses will be 4|teluded in th^ revised program. Iti Business 
Education'a certain flexibility sRbuld be permitted ther teacher in developing 
arid- teaching courses./ If certain teachers wish to mo<3ify trf^ approaches, or 
the suggestions in Uie coui^se outlir^es, they^ill find the l^fning outcomes 
. ^seful and wall be able to combine i|p^em in su^h.^a^anner as to: • < 

1. provide the^tudent with^^e opportunity to develop as a 
member of society and to participate in ^^Dme training to 
•make a living ' * , - ^ - 

^ A I ' ' , , 

2^. mee^the needs pf^the cpmmunity of which thi^y are a part 



\ 

/ 



In addition, to a certain flexibility for the indfvidual teach^ar^ it may be 
. necessacy or desirable for a school to make some modifications in it% approach 
.'to prograntningjand timetabling. Suggestions in this area" are found in Section 
and VII of this interim guide. • , 

* Development of a sound Business EducatfoYi Programme will require clbse 
^q-oppratipn among teachers In the department f administrators in the school, and 
.teachers throughout the school district. This .co-operation , is essential in order 
to aewlop continuity of programmes and to facilitate continuous progress ^in/^11 

areas. ' . 

: ^ 
"With-proper development 'and close co-ordination by all concerned it is 
expected that the student will gain knowledge in preparation for the future,, 
have the opportunij:y to discover the alternatives in programming, include studies 
for personal .and/or avocational use, and r^^liae the goals of the Business 
Education Prpgramme as outlined oh the following pages. ^ 

To meet the need^ of eye^y student it is intended that the courses and 
.programnie be designed with continuous progress in mind, that the conmunity 
and its resources, be, thoroughly -explored and used, and that the philosophy of 
education be realissed in that the student leaves school with skills useful t 
in both personal and professional liffe. « , ''^ I 



When .teaching students about business they 'are being prepared to handle 
their own affairs^nd to function as intelligent consumers and citizens. 
When educating students- for business they are developing the concepts applicable 
to all forms of organization: goverr^nent, institutions, labour, and ^.^^tfonuhity 
agencies, as weLl as preparing for entry into and advancement in jobs and^ • 
careers. i * , * . 



11^. Career Awareness Personal Development Theme 



In the past, the Business Educat;jLpn Programme has enphasizec* Employment 
skills. Now, with a focus on Career /awareness , the students will be 
acquainted with the options open to tfiero.in present or future employment 
■ including the special training ancj obliga'tions o^ selected careers. At the 
s^ifl^t'ime, students will- be made familiar with the principles of organization 
and economics. • ^ . ""-^^ 

Career awareness, self-awareness*, human relations, appreciations and 
attitudes ,^ and n^fecision-making skills have been integrated into the curriculum 
through the areas of Career . Skills , Personal Development and^ Business 
Communications. If we are -to ,meet individual student needs in the areas of 
career awareness .^nd personal development, we sho-uld provide more flexibility. 
Tfiis can be^done by providingix' , . " 

1. utilizajtion of bommunity resources * 

2. greater emphasis on co-operative career experience programmes 

3. use of simuTa^^ns to create new learning environments-' 



III. . Explanation of Terms 




\ . . 



A. GOAL' 



A goal is a general statement about the intention of -the prograrnme 
An QHpnple might be: 

'Strengthen* oral and .written business language skills in all 
forms of communication,'" ' 




B. LEARNING OUTCOME 

An example of \ Learning Outcome frpm the Business Communication^ Area 
might be: • ^ ^^--Z' ' 

'' By the end of this area of study the student will be able -to 
compose oral arid written business, communications: * 

(a) letters 

(b) reports ' - ^ 

(c) memoranda ^ ' . • 

( d) speeches * 

A Learning. Outcome -is a- more specific statement than a goal. It has^ 
four component parts as the example indicates: 



1. -general time frame 

2. ' student centred 

3. general area of expertise 

\ 

U,. representative examples, 

but not all examples possible 



' By the end of this area 

of study the student will 

be able to compose oral and 
written business communications: 

(a) letters 

(b) reports 

(c) memoranda ^ 

(d) speeches * 



C. AREA 

Learning^Outcomes have been designed within fourteen areas of knowledge, 
'vThese (do not necessarily correspond with subjects or courses — they are- con- 
venient categories only'. 



1. 
2. 
3. 

5. 
6. 
7. 



The major .areas are: 
Accounting 

Business Communications 
Career Skills 
Data Processing 
Economics 

Information Systems j 
Economics 



V 



8- MachihV Calculations and Procedures 
9». MarketJ.ng and. Distribution 

10. Office Procedures - ' 

11. Organization and Management \ * ^ " , ' 

12. Persd'nal Developirte.nt * ' 
\Z. . Shorthand 

m. Typewriting . ^ 

PLEASE REMEMBER THAN AN AFJEA IS NOT SYNONYMOUS WITH A SUBJECT. 



Should ^re time be available, a number of tasks that haVe not been 
attempted in this guide 'could be done for refinement purposes. 

^,1 . Rank the learning outcomes or competencies in a specific order. 

2. Classify' learning categories (cognitive, affective, or psychomotor 
domains) for each learning outcome. » 

■ . * * , 

3. Classify knowledge ^eategor^ies (simple generalizations, trends and 
sequences, or cau^e an*d affect relationships), for each learning out^om 

4. Classify processes (acquiring information, interpreting information, 
or communicating information) for each learning outcome. * 

} 

5. "Balance" the competency ot task of one particular learning outcome 
relative to any other learning outcome. In order to achieve this 
balance, several hundred additional learning outcomes or competencies 
would be created. 

, It is worth noting here that the Business Education Goals are not 
specifically ihtegrated into single learning outcomes. Several learning 
outcomes from^sfeveral areas may be required to achieve the intent of a . 
specific goal. .The total impact of the combination of all goals should 

be considered greater* than the sum of each goal. 

« . ■ < 

For exampl^, the goal "Help students 'develop a positive feeling of 
individual self -worth." isr. inherent in all learning outcomes and compli- 
ments -the remaining goals in order to assist in helping the student 
attain self ractualization . 



10 



7 

JV.. Business Educ^tiqn Goals 



1. Help students develop a positi.ve feeling bf individual 
self-worth. . 

2. .Strengthen oral and written business language skills 
^ in all forms of communication. . ' ^ 

3. Help students develop the ability to act jndependen'^tly 
with' initiative, imagination, and responsibility. 

4. Help prepare students for an effective role in inter- * 
personal relationships by: 

(a) developing^ ability to get along with others an»d to 
understand how th^ir tasks affect others \ 

(b) developing personal qualities such as politeness, 
friendliness, cheerfulness, and consideration 

( c ) ^ve loping such at titudes as eagerness to learn, 
commitment, and discretion. 

. - * ' * 

'5. Prepare students for their role as consumers and citi;zens by 

(a) , providing . information which will assist students in 

learning to manage their own economic and legal/ 
affairs 

(b) developing basic business knowfedge essential to 
iteve^y member of society 

(c) devel9ping an , understanding of ^the Canadian economic 
/ and legal systems and their ^operat ion 

(d) developing the ability to es-timate, judge, ^^nd make \ 
^decisions. , ' , , - 

6. Create an awareness of career*^ opportun i t ies . 

7. Develop acceptable skills for personal use and entry to 
. employTO^nt and post-Secondary education .* 

8. Develop Ae studerr^-^s atfi'lity to cope with increased 
specialization ^.nrfl job mobility. 

V. * Business Education Programme 

The following two page fchart describes the new Business Ec^cation - 
Prograirane as developed from the twenty-one suggested courses. The chart 
will show the course title, course designation, grade level, prerequisite, 
and intent for each suggested course as well as 'the course that will be 
replaced in the p-ld programme.. 
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BUSINESS E D U C 'A T I 0 N PROGRAMME 



. COURSE T-ITLE 
w »> 

-»-■ .1 '.iiJLX 


, 1 

'COURSE. 

DESIGNATION. GRADE 


REPLACES 


PREE£(lUISITE ; INTENT ' ^' 


EXPLORING BUSINESS ■ ' 

' ■ ■ 

... y 


EB' 


8 or 9 . 
I ■ 


part GB 11 


none 


Introductory, activity-based course ex- 
ploring careers, curriculum,, and the 
community 'I 


ij^RSONAL I BUSINES'S ^RECORDS 


PBR 


.9 


RK 9 


none 


Study of records found in personal and ' 
business life '1 


CONSUMER FUNDAMENTALS 

r 


CP 


10 . 

» V 

1 V 


part BC 10 


hone 

9 


Study of consumer fundamentals and foufld- 
i ations of business 


TYPING 

(P - Personal) 


XY • 

or 

PTY 


'9 at GR 9/10 

level 
11 at. Gr 11/ 
12 level 


— n \ 

TV Q 

TY 9/11 ■ 


none ■ 
none' 


7-= 1 : 

Touch typing skills to tiype a number of 

documents used in r)Pr'iOn;^il snrl hiiQinpe:<! 

life . 


TYPING 

• (P -'Personal) 


or 

PTY 'l) 


10 at Gr 10 

level 
12 at Gr 11/ 

12 level 


i 

■ TY in 
^TY 10/11 


TY 9 
PTY 11 


Extension of personal and business \ 

u|j^i.iL.aLiuiio ill LypcWilLlUt ailU UcVciUU" 

ment of skills 


SHORTHAND 


•SH 

or 


10j_ at Gr 10 
"^level 
11 at Gr 11/ 
12 level 


on lU 

SH llA 


none 
none 


Course coverine theorv of s wstem of 
shorthand and its use for personal or 
'business life 


SHORTHAND 

— i 


SH 


12A at Gr 11/ 
12 level 


SH 11B/SP12 


SH 10 or 
SH 11 


Skill development and vocabulary expan- 
sion for career exploration in shorthand 
related areas 


•SHORTHAND 


SH 


1 at fir 1 1 / ' 

ILD ai 01 ill 

12 level 


SP 12 


CU 1 OA 


bnortnana ilh continued to 210 hours 


OFFICE PROCEDURES 


OP . 


11 at Gr 11/ 
12 level 


TY 11/0P12 


TY 10 or 
PTY 12 


Development of skills pertinent to cler- • 
ical and secretarial office procedures 


OFFICE PROCEDURES 

4 


OF 


12 at Gr 12 
level 


OP 12 


OP 11 


Extension of skills pertinent to cleri- 
cal and secretarial office procedures 



MACHINE CALCULATION 
PROCEDURES ^ 



flCP 



12A at Gr 11/ 
12 level 



12 



none 



/ 
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Developrnent of skills and concepts of 
arithmetic in conjunction with learning 
calculating machine skills and business 
systems 
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BUSINESS EDUCATION PROGRAMME continued 



/ 

COURSE JITL?.^ ] 


, .COURSE 
DESIGNATION 


J 

^ i 

J GRADE t 


/, 

REPLACES 


PREREQUISITE 


INTENT 




MACHINE CALCULATIONS 6 . 

PROCEDURES 


MCP 

-4— 


—f- 

12B at Gr ^jjl/ 

12 levjj. 


BM 12 


MCP 12A 


Exploration of business math and machines 
in more detail and exploration of careers 
in related areas 


MARKETING, 


MK 

, — / 


11 at ii 11/ 
level 


part GB 11 


none 


Introductory course in marketing proced- 

* j_L 1 ♦ 1 1 n • 

ures with an emphasis on retailing 


MARKETING J 


MK 


12 at Gr 11/ 
12 level 


Wi 


MK 11 


Study of marketing practices with wider 
sco_pe and from a management point'of,,view' 


ACCOUNTING' ' 


AC 


I'i at Gr 11/ 
12 level 


BK 11 • 


none 


Course covering the basic accounting 
cycle to the work sheet 


ACCOUNTING 


• AC 


/ 12A at Gr 11/ 
12 level 


BK 12' 


AC 11 


Advanced accounting covering technique ' 
of applied accounting systems in a 
"variety of business organizations 


ACCOUNTING 

1 


AC - 


mt Gr ll) 
12 level 

\ 


AC 12 
• 


AC 12^ 


Advanced accounting covering aijusting and 
closing entries, specialised systems, 
statement analysis and various business 
structures ^ • ' . 


BUSINESS COMMUNICATIONS 


,BC 

r 

/ 


12 at Gr 11/ 
12 level : 


00 12 


none 


Development of aural, oral, and written 
coiiiunication skills in the business area 


PERSONAL ECONOMICS ^ LAW 


PEL 


12 atGr 11/ ■ 
12 lev^ 


part GB'' 11 
part GB 12 


none 


Practical, activity-based course covering 
economics and law as they apply to life 
skills and consumer activities 


DATA PROCESSING 


DP ■ 


11 at Gr 11/ 
, 12 level 


BK 12 


none 

> 


Development of the realization of the 
need fou data, systems to produce data, 
flow of data, and the uses of. data 


ORGANIZATION £ MANA6EHE|T 


OM ' 


12 at Gr 11/ -. 
12 leyel 


part GB 12 


none 


Overview of the structure of business and 
the relatipnship to government and the 
coiumunity 


CO-OPERATIVE CAREER 
EXPERIENCE 

0 14 

-ERIC— 


CCE 


12 at Gr 12 

level 


- NEW 


none' 


Career develboment and work pynpn'pnrp I'n 
business and service industries. Inte- 
gration of school studies with actual 
career experience, field studies, and 












out-of -school proiects. 



VI . Integrating the Busings EducaMon Programme in Your School - 

The guide recognizes- that the school districts of the pj'ovince contain 
large and. small communities, both urban and rural . '^The^ suggested course 

- grid ^Tiex't page) could be used f or ^a Junior-Senior Secondary ' schodl in an', 
urban s<5hool or 'in a regional school, ^eparate Junior and Senior Secondary 

^Schools would divide, the course offerings at the 10/11 level,, as 'is now the 
practice. Also,, one would expect the course offerings in a larger school ^ 
to be more numerous because' of a" larger staff and greater student enrolment 
than those- of a smaller , schoc^rr:-. The 'teachers in a small school are encour-^ 
age4 to combine selected parts of two or three. -of the suggested couf>ses in 
order to meet- local school needs.' Credit would be given on 'a student's 
-transcript of^marks for the course ^similar to the newly -created " course . 
The teacher will combine selected learning, outcomes to achieve this end. 

Special problems may be encountered by schools with low enrolments 
endeavouring to maintain a full programme. It is sugg^ted that selected 
units 'of instruction be organized in one or two courses rather than offering 
many specialized courses. Such an integrative approach would create new 
combinations in of f ice and secretarial studies , ^accounting and data^ processing, 
as well as in business foundations and marketing. The resulting combinations 
would curtail electivesf' but maintain stronger courses which ^ould be expanded 
as conditions warrant. Additional space and equipment would be required to ' 
establish satisfactory learning conditions and facilitate utilization of 
a work-station approach, simulations, learning packages, and otlmr- methods 
of ^individualized instruction. It is vital that the course, gi^i^s be 
utilized in a flexible manner so that the resulting courses meet" th\2 needs 
of the individual student. 



VII. Example of a Teacher Created Ijitegrated Course 

Rationale:- Enrolment for ..Marketing 11/12 and Organization and Management 12 
is too small to offer separate courses-. It . is suggested that the 
teacher create an integrated course called '^Retail Management." 

Implementation: The teacher will select the required competencies from the 
• fourteen learning outcome areas. 

ACCOUNTING: '8, 13, 14-, 15 

BUSINESS COMMUNICATIONS: '2 I 
CAREER SKILLS: 1 - 14 , 19 - 24 

ECONOMICS: 10, 11, 18, 22 " ' "/ 

MACHINE CALCULATIONS 6 PROCEDURES: 20, 23, 31, '32, 33, 34, 35, 43, 44^ 45 
MARKETING: 1 - 14, 18 - 26 

ORGANIZATION AND MANAGEMENT: 1, 2, 6, 7, 14, 16, 29 - 32, 39, 40, 43 ' 
PERSONAL DEVELOPMENT: 1-18 

Credit should be given for the major content that is reflected in^Marketing'll 
or 12 or Organization and Management 12. Course intent and content can be 
developed by grouping the above Learning Outcomes. Text selection would be 
based on the' suggested course learning resources. 
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VIII. Su^g^sted^jCourse Gri^ * 



r 



COUjlSE 



Larg^vfift,roimdnt Me^^ium Enrolment 

Complete/^urric^lum t>artial Cuy^iQuIum 



EB 9, , 


X 


■PBR 9 ' 




GF 10 > 
TY.4/PTY U 






TY 10/PTY 12- 


X 


SH 10/11 




SH 12A 


X 


SH i2B 


> X 


OP 11 




OP 12 




MCP 12A 


X 


MCP 128 , 


- X 


MK 11 


X 


MK 12 


X 


AC 11 


' X 


AC 12 


X 


DP 11 ° 


X 


BC 12 


X 


PEL 12 


,x 


OM 12 ' . 


X 


CCE 12 


X 



none 



Small ERrblmeft< 
Partial Curriculum 

nope '< j. 



integrated 



X 
X 



X 

/ 0 



integrated 



integrated 



integrated 



integrated 



^1 



integrated. 



dd s c r e t i on a r y 



integrated 



integrated 



integrated 



integrated 



if 

integrated 

X 
X 

none ^ 
integrated 



' X 

none 
integrated 



♦ The abo(%e chart is for discussion purposes and suggestions" on^y. 
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IX. 



Time- 



Allotments 



Th^e'^uggedjlj^ courses are organized ^orapproiirnateiy 120 cl,ass hours... 
The coxxr/e contljp can be ad]uste€ to suilf -Wmetabld^^ ' * , 

partiay^-semestered and modular s'b^^dule^ , In somJrinstafices rt may be^ 
deaijpe^le tb ^sel^ct' only the central units for inte^psive ■ study / 
' Supplementary/ ..units may be use^i for enr^ichment in -the feen&r grades. ^' - 

^ ' \' • ^ . . ' „ . W ^ ' ■■ ' .... 

■; ^ Skiil-based" covirses require^the distribution of' practice over ' H. 

sustained period witho\it long: p«iises^. It is refcjSflOTiended that schediiles-'^ ^. ; 

be prepared ^sa..Aat a. student can maintain, a continuous pro^r^ proWairarie 
^culrnlVating' in the highest .sltalidard being atta^tied^^ prior; to W>adOatdon . 

^yptng programme t>rgariized in a semester^ed sdfi^ol of fering ^80, no^rs of ^ ^ 
. instxyction jwould require Hliree courses tb accomplish the same skili level 
'^asTtwo courses \inder . a tr:)aditional Jtimetable. In the Shorthand. Programme,^ 

' the^bbrthand -12^ course* has been listed to bring the** total ioistructional 

tim« upjtb 240 hou^ arid tb: maintaij uninterrupted " progress . 

^ A^great^^n^mph'asis \i^s been placed on activity-based.' learning ; It. is. 
recomme-nded that \ blocked-time af)proach utilizing two consfcutive hour$; : 
^>^be ' instituted- wheneve-r possible . This approach builds adva|fced skills, ^ 
knowledge, an(i behaviour in ah environment which simulates ^i|)Vlc>yTnent con- 
ditions. It^also provides flexibility to meet individual ^ident n^eds. 



X. Example of a Gontinuous Brogress Programme 

TYPEWRITING ' . . ^ 



GRADE 9 



TY 9 



G RADE 10. 

TY 9 
TY 10 



GRADE 11, 

PT'Y 11 
. PTY .12 • 
OP 11 



G^ADE 12 

PTY. 11 
PTY 12 
OP 11 . 

OP i:?. 



£ours^ 

First 
Second 
Third 
Fourth 



It is intended that the above courses provide a continbus progrjess 

typing programme. The first cours(&, TY 9. if talceri at the Junior Secpndary^,^ 

level or .PTY 11 if taken at the Senior Second^gj^level, provides touch 

typing skills and preparation of yarj.ous materials for personal and b'usiness 

use. The s^econd course, TY 10 if taken at the Junior Secondary level -or , - 

PXY 12 if taken at the Senior Secondary ],evel, develops spee^and accur^^ 

and production techniques. The third^ course , OP 11 (taken in- 'Grade 11 or 12) 

continues skill developmentyWhile introducing * a variety- of clerical .and 

secretarial .off ice procedures. The final course, OP 12 (tak^en in GrSfcde 12), 

refines office procedures in related areas in more detail arid from aft- admin- 
. - . . . ■ \ ' 
istrative view-point . * - 

Ideally students would take one of the courses each yea|r from Grade 9 
to Grade 12. If students delay taking typing until Grade .10, they woCild^ * . 
then take TY 9 and PTY 12 to complete the two year course before entering 
OP 11. If students do not take ^liy typing until Grade 11, it is pb^sible 
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Lon . It is- ' 

V ,. "12 is 

to be. petforftfenc^ based; '.Wfi^lpe sk,ills are' not"^ a llfey^l commen- 
\ suraj'^' witK that req^Jl^T'e'd:; for 'of f iVe -.pTOcpdurea , stijident| . shoiild-take a 
\hird year oif^ typing, to improve .speed, accuracy,, and jJroauction te'ehniqufes . 




XI . EValuaitioji 



Evaluation is an integral part o:^any ^^china^ learning sysfeip. * If - 
-s the evcauation is to be/ effective , each stu(|ent;»' s ^rogress.mji'st tfe vineas'ured 
■'^gainst' stated goals. /At the same time, the resuming da':^^rom the evalu- 
ations, should be used to modify^ the course^^,.to« luajjf^ir mor^^'fectivV. 




Some examples of. evaluation ,^re : 

Pretests to measure the Idvel of the s'lcy^ 
enters jthe course ' * - ' ' 

Self -evaluation to provide' t 

/ ■' ' 
/ • * 

Frequent evaluations to atsfeesi^i^ 
assigned goals i-!W'fir^K^ 




tanding as he 



•ate feedback 



e^s toward the 



^- End-of-unit or end->of -cgrOrgg leVa Jua# to help dejzermine^ the student's 
understanding of the goals ' ^ ' 

■/ ■ . ' ' ■ ■ '^W'^'' ' ■■■■■ /'■• '■■ ' ^ 

5- Learning-outcome evaluations tQV-(3&^6i^mine whether/ the programme' is 

6- Any other student evaluation to >^ro vide information for grades. 

■ ^ '■ ■ -V'-T . ; ^ - ^ 

Evaluation should be pj.anned in o^'der. to: 

1. Provide information to the studei|lts about 'their process * 

2. ^Provide information to;- th^ 'parents about- their child ^ s progress 

3. Provide information -..-to the teachers, -.to enable them to plan' and 
modify coujffses. " ' ^ ■ ■ ' 

. " : ; : ;/ ' ■ / ' -..y^ 

^XI I . Resource: Manuals 



,1 



It is Jntend^d that this cunrlc.iilurh ^ii^de be complimented by , Resource 
Manu^l^ for each sugges-ffed- pour^e ., ,.,6ome q^;^lie ^ ideas the Committee has for 
each Resource Manual Jinfiltidi ; a C 




5 ' 



AddiYdonal ^ourse ^lUt-iiri^s and rHti 
Teafl^pg ffetra'tegies ' 
Tex tb'oo k c han ge s 




■ - jf.. 
ijliociatioris 



■ >r 
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U. List, 9f tea/:l^r refer^en^es 
5. ■ List 'audio-visual materials and r^esourcesT 



/ 



'6^^. Suggested sta^ndard's ^achievement where applicable ■ ^ ^ 

^ 71 / Suggested methods- of evaluation. - / - ' 

*.SpurceS of mater ial9«^( such as publishers, business firms, etc,) • 

9. /Possible field trips, s pickers, ^ tours , etc. 

10.' G^mes, simulations, and casfe studies . 

' 11.- Career palhs , career clusters , * 

wThese publications will be a joint undertaking of the Ministry of 
' Education and the Business? Education PSA. They will be put together from 

materials' contributed by teachers throughout the province. They are to be 
• ''polished, in loose-leaf form to enable additional materials ^t"6 be inserted 

easily. , • • 

The resource' manual suggestions, like the curriculum guide, are not 
'intended to be prescriptive. The^ are prepared in order to help and guide 
teachers and promote professional creativity and judgement. > ; 

/XIII. Professional Resources 



j The following references are recommended reading. The first book was found 

tb-.be of. particuJ(ar Iplue. 
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A TEACHING- LEARNlife SYSTEM FOj^B^INESS EDUCATION ' < .. 

E. L./Popham, A. F. -Schrag, W.^pckhus 1975 ^McGraw-Hill 

PHILOSOPHY AND PSYCHOLQ^YV^F TEACHING TYPEWRITING- 
Second Edition •■ \ ' ' 

A. R. Russon, S. J. WanSus \ '4; 1973 Gage Ed. Publishing 

METHODS OF TEACHING BOOKKEE;piNG-ACCOUNriNG 
Second Edition y 

L. D. Boynton .• 1970 Gage Ed. Publishing 

METHODS OF BASIC BUSINESS AND ECONOMIC EDUCATION 

S. Daughtrey ^ ^^'^'^ ^^^^ Ed^ Publishing 

^ * 

METHODS OF TEACHING BUSINESS SUBJECTS 
Third. Edition 

H A. Tonne, E. L. Popham, M. H. Freeman 1965 McGraw-Hill 

^ ■ Ji ■ ^ 

METHODS OF TEACHING BUS,I1«SS AND DISTRIBUTIVE EDUCATION s ^ 

■ Third Edition . " " * . 

Harms, Stehr, Harris - ^ , 1972 Gage Ed. Publishing 

12 



^ 



TESTING AND EVALUATION IN BUSINESS EDUCATION 

Third Edition * . ' ^ 

H. Hawiaway ^ ^ * ^ 195^^ S^^^^ Western Pub 

'PRINCIPLES OF BUSINESS EDUCATION 

Fourth Edition . * 

H. A. Tonne, L. C. Nanassy . ' , I97O McGraw-Hill 



NATIONAL BUSINESS 'EDUCATION ASSOCIATION • YEARBOOKS 

1971 Contributions of Research to Business Education 

1972 Changing Methods of Teaching Business Subjects 

1973 Relev^ce in the Education of Today's Business^ Student 
- 197U Effective Secretarial .Edufplition 

1975 Foundation^ of Education for Business 

1976 Business Education Yesterday, Today, and Tomorrow 
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ACCOUNTING 



By the end of, this area of study the student wiU be able to: " 

. ■ ■ J 

I 

W. Demonstrate skill" in computation. . j 
2. Record numerical data' in (^i,umns . '. ^ I 

• 3. Practice habits of neatness, accuracy/ and legibility in written 

work. 

^ 4. Perform a variety of cross-checking operations. 

,5» Demonstrate ,ski(J^l in calculating! 

• _ (a) discounts ; - , (t) chain discounts ' 

(c) extensions , (d) ratios ^ 

Identify and use a variety "of business papers for personal 
record keeping. 




7. Identify and complete source documents: 

(a) applications for credit (b) billing statements 

(c) budget records (d) cheques 

te) deposit slips " (f) employee records 

^"voices . (h) ^oan forms 

(i) memos (j) receipts 

il) reconciliations (1) gales records 
(di) withdrawal slips 

8. Prepare business reports using a variety of visual presentations 
including flowcharting. 

life. .:Spell^^ defi'ne, and use an accounting vocabulary. ' 

10. Demon^rate basic business skills of: 

" (a) cblabing . , (b) coding ' v 

(c)- con^Uihg .\ (d) copying . 

^^^^k if) indexing ' 

^ (g) recording ' . (h) sorting 

^ (i) verif 
o 
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Computing 
Recording 
Legibility ■ 

Cross-checking 
Calculating 



Personal business 
papers 

Source documents 



Business reports 
and graphs 

Vocabulary 

Basic skills 
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^ U\ Set up and use an imprest fund with vouchers and records. 



12. Handle cash -and be aware of cash 
(a) cash records 
(c) proof, tapef 
(e) dlily cash rep6rts 



1-3. Use inventory systems: 

(a) packing slips , , 

(c) shipping orders 

(e) freight bills 



f 



14. Use merchartdising systems': 
(a) pricing of goods 

■ (c)v charge accounts 

(e) sales reports 

(g) telephone and mail orders 

I ' ; 

15. Use purchasing systems !' 

(a) purchase requisitions 

(d) creditor accounts 

16. Use payroll systems: 

(a) time cards 

(c) employee records 

(e) deductions 

(■g")' currency break-downs 



0 

control systems; ' 
(b) cash registers 
(d) currency deposits 
(f) making change , 



(b) , receiving reports 

(d) bills of lading 

(f) inventory control records 



(b). invoicing 

(d) collection records and letters 
(f) . sales ta^! 



(b) purchase orders 
(d) back orders 



(b) -earnings records 
(d') payroll suinma'fy 
(f) cheques 



17. Use single-entry bookkeeping systems. 

18. Demonstrate an understanding of assets, liabilities, and 
owner's equity for interpreting change in financial position 

19. Classify and code accounts. 



20. Analyze transactions in terms of their effect on the accounting 
records. • 

I y 

21. Make entries in a variety of journal forms using the double-entry 
principle. 

24 ^ (a) synoptic (b) specialized 

EEic, 



Imprest fufid 
Cash systems 



Inventory systems 



Merchandising 
systems 



Purchasing systems 



Payroll systems 



Single -entry 

bookkeeping- 
Accounting equation 

Classifying and_ ■ 
ii coding ■« 

Analyzing 



Journalizing 



22. Post from various' journals to accounts. 

23. Prepare a trial balance. 

24. Lobate and correct journalizing and posting errors. 



25. Prove the accuracy of postings in control accounts Ind subsidiary 
ledgers. 



26. Prepare work sheets. 



27. Journalize and post adjii^fiiig and closing entries. 

28. , Prepare financial statements and management reports. 

29. ^ Analyze financial statements and reports. 

30. Secure from. the records information needed for provincial and' 
federal reports and regulations. " 

31. Prepare a personal income tax return. 

32. ^.Demonstrate the use of a one-write system. 

33. Demonstrate the use of a posting machine. " 

34. Assess the effect of technology on accounting procedures. 

(a) electronic accounting systems (b) telecommunications 

(c) data centres ' (d) electronic checking systems 

35. Use generally accepted accounting principles. 

? * ■ 

36. Understand the relationships in the accounting cycle. 

37. Illustrate, the work flow in business systems. 

3^. Show how management uses accounting records to make decisions 
and form policies. 



n1 , 
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Posting 

■i 

Proof 

Correcting 
Control accounts 

Work sheets 

Adjusting and 
closing 

[■ 

Financial reports 

Analyzing 

Government 

Income tax 
One-write system 
Posting machine 
Technology 



GAAPS 

Accounting cycle 
Work flow 
Policy 
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-Assess the basic differeflles in the structure of a single 
proprietorship, partnership, corporation, franchise, and 
co-operative. 



• 40. 



41. 



42.' 



Use accounting, short cuts; 
(a) j^)um$j:izing' batch totals 
(c) ledge&s bookkeeping 

' "i 
Use a voucher ''system. , 



(b) journalless bookkeeping 



Discuss the Candian Tax System in terms of: 

(a) dii^ect and indirect taxes 

(b) methods of accounting for income 



43. 



Pursue seieoted studies in: 

(a) inventory evaluation 

(c) payroll accounting 

(e) reconstructions 

(g) partnership accounting 

(i) consignments 

(k) departmental and branch accounting 



(b) cost accounting 

(d) resources accounting 

,(f) budgeting and forecasting 

(h) corporation accounting 

(j) deferred revenue accounting 



Structure 



Short cuts 



Voucie: 



,er system 

Canadian tax 
system 



Selected studies 
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BUSINESS C 0 i*M U N'k A T I 0 N S . 

By the end of this area of study the sj^dent will be able to: 



1. Speitk clearly and confidently: 

(a) face to face (b) to a group , 

(c) using a telephone and microphone 

2. Understand the need 'for an appi;opriate leveLof language 
^ . usage in: • ^ 

(a) a sales role - . (b) a supervisory role 

.^c) a receptionist role (d) a social role ^ 

♦ • 4- • 

3. Demonstrate the' effective use of the telephone: 

(a) answering ' (b) placing calls 

(c) taking messages (d) making appointments 

/ ' ' . ^ 

4. Give clear and concise instructions in both oral and written 
form:' 

(a) . training others (b) job descriptions 

(c) work procedures (d) letters and memos ' 

« 

5; Receive and act upon instructions in both oral and written form: 
(a) procedure manuaj.s (b)' job descriptions 

(c)" employeeVemployer situations 

6. Tactfully and diplomatically greet, introduce, and direct people. 

7. Interpret and act upon incomplete and ambiguous instructions by: 
• (a) listening critically (b) asking relevant questions 
(c) using decision-making skills 

8. Spell, pronounce, and use a basic business vocabulary. 

9. ' Develop an awareness of the use of specialized vocabularies in 



Speaking skills ' 



various industries ai!i| occupations 



10. Understand the means of acquiring a specialized business 

vocabjilary through: ' 
. ,^ (a) manuals • (b) correspondence files 



ERjC (c) plant 'tours 



(d) specialized dictionaries 



Level of usage 



Telephone' 



Giving 
instructions 



Reading and ' 
listening skills 



Greeting people 
Interpreting 



Vocabulary 

Specialized 
, vocabularies 

Specialized 
vocabularies 
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0 ,11. Rei(d and interpret business comunications such as- ' 
(a) telecomunications / (b) business ^orms 

' (c) management reports . ' 

12^ Use reference materials such" as: 

(a) dictionary. , - (b) Thesauras 

' (c) secretary's handbook 

13. Type from rough dr^ft and dict"ated material using correct- ■ 
(a) language structure (b) punctuation ' 

, sP^lii'^g • ' (d) style 

f ' * 

11 Compose oral and written personal communications such as- 
a letters of application ' (b) thank you letters ' , 

(c) personal data sheet \, ' (d) personal business letters 

15. Compose orail and written business communications such^s- 

^'^^''^ tb) reports 

: ' . (d) speeches ■ 

16. Identify a variety of writing forms such as: 

'"^^^'^^s \ ■ (b) enuiBerations 

(c) summations (d) precis " ' 

. (e) abstracts 

^ 17. Accept the responsibility for neat and error-free work. 

'■; i8. Demonstrate, an awareness that business communications are an 
, integral part of information systems. 

:19> Understand how various media use business communications 

i 

20. Use visual communications: 

j3')-graphics . (b) transparencies 

c , picture sets ■ ^ (d) bulletin boards 

. ^ (e) "s video displays 

^ 21. -Perform proofreading and editjng tasks. ' 

* > - . . 



i' ■ 



Readilg and 
interpre-^ing 



Reference 
^ pterials 



Rough draft an,d 
dictation 



Composing ^ 



Composing 



Writing forms 



Responsibility 

Information 
systems 

Media 

I 

Visual 
communications 



Proofreading 
and editing 



■' C A R E E R S K L L L S^v ' 
By tie end of Ms area of stydy the student will be able to: ^ 



I. 



3. 



4. 



Heqognize' that the business curriculum provides the backgrouftd 
ne6iBssary for a' wide variety of' career opportunities.' 

Recognize that a business background provides a distinct 
advantage in attaining advanced placement in training or in 
business. 



Lj 



Recognize levels of employiMt and the skills and education 
acceptable at these levels.^ 

Recognize flat training. in business is transferable to a variety 
of occupations: _ ' , 

(a) accounting (b) secretarial 

(c) Mhagement (d) clerical 

5. Discuss short and loag term career opportunities in a variety 
of "segments of the community.' 

w' 

6. Locate career opportunities in the community through the use of: 
(a), employnient agencies • (b) catalogues 

(c)^ publications (d) manpower offices y 

(e) newspapers 

7. Demonstrate an understanding of aptitude and interest tests. 

8. Assess needs, interest, abilities, a^d aspirations in relation 
to pbgsible career opportunities. ' 

9. Devel6p and apply job-search techniques: 



10.. Prepare' a personal resume or data sheet. 

j. .> • H 

II. Be 0m of the factors that constitute a successful personal 
interview. 



Business 
curriculum 

Business 
background 



Levels of 
employment 

Transfer 



Opportunities 



Search 



Testing 
Assessment 

' Job-search 
techniques 

Data sheet 

Interview 



« 12. Demonstrate an ability to present themselves in an acceptable 
manner for an employment interview. 

13. Copiplete application forms and prepare letters of application. 
14. 



15. 

16. 

\ 

17. 

18. 

19. 
20. 



21. 



22. 



Analyze and assess employee benefits: 

(a) UnempWnt Insurance (b) Hedical Insurance 

c) Group Insurance (d) Profit sharing 

Y\ Holiday Pay . (f) Education credits 
(g) Workers Compensation 

Understpd the importance of human relations as it applies to 

job satisfaction. • ^ 

Prepare a career study in terms of: 
(a) starting and potential earnings (b) technological ciiige 

(c) .working conditions and fringe benefits 1 

(d) promotional opportunities (,e) qualifications 
(f) career path . ' . (g) job cluster 

Recognize that a programme of continuous learning is required U 
for development and advancement. 

Appreciate the role that leisure plays in Creating. a balanced 
outlook and a satisfying life style. 

Have the opportunity for work-study experience. 

Cope successfully with increased job specialization and job 
mobility through a study of: 

■ a) success stories (t) decision-making skills ' 

c leadership skills (d) technological trends 

lej efficiency and productivity 

Realize that career plans may be changed through new knowledge 
new skills, new interests,- or new experiences. 

Understand the variety and complexity of the jobs available in 
Canada. 



36 



ERIC 




Presentation 

Applications 
Employee benefits 



Human relations 



Career study 



Continuous 
learning 

Leisure 



Work experience 

Specialization, 
mobility 



Change 



Job 



availability 



23. 'Assess the requirements of self-employment, 



24. Describe several programmes for 
(a) government 
■ (c) , continuing education . 
(e) on-the-job training 



preparation or retraining: 

(b) post secondary 

(d) private btisiness schools 
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'DATA PROCESSING 

■By the end of thiis area of study the student will be able to: 



1. Demonstrate an understanding of the history of processing. data. 

2. Correctly spell, ^ define, and use vocabulary associated with 
daja processing. 

0 ' ■ * 

3. Understand and identify the basic principles of the four methods 
of processing data; 

(a) '"anual (b) mechanical 

(c) electro-mechanical (4) electronic 

4. Understand the function of data processing in: 
(a) industry (b) education 

■ (c) government (d) other institutions 

(e) business ,. 

5. Understand basic manual data systems and be able to process 
data with: 

(a) edge notched' cards (b) carbon pap^r \ 

(c) embossed plates (d) one-write system 

6. Understand basic mechanical and electro-mechanical data systems. 



7. Understand basic electronic data systems and be able to process 
data with:, 

(a) programmable electronic calculator (b) electronic calculator 
(c) word processor (d) computer 

8. Design and prepare source documents for input to data processing 
systems using; 

(a) record planning and layout (b) classifying and coding 

(c) batching 

9. Demonstrate an awareness of an4/or use a variety of input media 
and devices such as: 

(a) cards and card readers (b) 'tapes and tape readers 

(c_) cathode ray tube terminals (d) teletypewriters 



ERXC optical scanners 



History 
Vocabulary 

Methods 



Function 



Manual system 



Mechanical, 
electro-mechanical 

Electronic system 



Source documents 



Input media and 
devices 
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8 10. Describe or demonstrate the ways in which a computer performs 
logic and arithmetic functions within the stored Droeramnie 
concept.' , ^ 

11. Demonstrate an understanding of the nature of computer output' 

• , ^ (b) exception reports 
(c) storage 

12. Demonstrate an understanding of the flow of data in a variety 
of business systems: 

(a) accounts receivable ■ (b) accounts payable 

^ s^^^s (d) purchasing 

P^y^oli , (f) inventory 

13. Demonstrate an ability to flowchart. 

14. Demonstrate the skills of problem definition, analysis, problem 
• solving, decision-making, synthesis, and the principles of 

logic. 

15. Demonstrate an understanding of the concepts of computer 
instruction: 

(a) number, numeral , (b) operation choice 

(c) definition, syntax (d) subroutines ' 

3^ (f) lists 

(g) number systems 

16. Identify and describe storage systems: 

(a) computer storage (b) peripheral storage 

(c) time-sharing concept 

17. Demonstrate an ability to define, write and run computer 
programmes using a recognized programming language. 

18. Demonstrate an awareness of the types of data accumulated for 
reporting purposes in business and government. 

19. Demonstrate an awareness of the sociological implication of 
computers^nd assess the impact of computers on society. 



Stored programme 
concept 



Output 



Flow of data 



Flowcharting 

Communication 
skills 



Computer 
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.20, Denionstrate sufficient background in data processing which will 
allow progress in the field of data processing. 

21. Denionstrate an awareness of the job mles within data processing 

22:. Design and prepare formatted computer output., 

23. Demonstrate ah understanding of the methods of preventing 
misuse of data processing systems: 
(a) protection of private information (b) unauthorized uses 
(cj theft of information 
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' ECONOMICS 

By the.end'of ^ area of study the student will be able to: 



i; Develop an/undej'standing of the nature of man as: 
, \ (a) afConsuHier , (b) a worker , . 

(c) an ^enti?epreneur . ■ ■ 

.2. ■■ Develop^' an understanding that economic systems lave evolved 
, •from-man attehiptin^ to fulfil his needs, wants, and desires. 

'3. Discuss the, freedoms, :restrictions/ individual choices, and 
; ' reponsibllities in. an economic system. 

4. Identify characteristics of our economic system: 

' capitalism/ ' , ^ (b) comunism 

■ it)' :s^ocialis'!ii ' . ' ' ■ (d) militarism' 

: f^cisj^ ■ . . (f) nationalism 

f ' 

5; bnderstand the .basic differences in the organization and' 
.struct^t-e bf : ; . 

. ■,, (a)- sing.le proprietorships (b) '^partnersftps 

-(c) corporations; ' (d) 'franchises 

,,:,;^.(^) co;operatives^ ■., , (f) societies 

,. . . ■ ■ • 1 ■ ' 

6. . Prepare ^a personal budget and analyze it in terms of: 

■ ^:.(,?rs;afldar(i expenditure proportions (b) forms of personal income 
■■ Mc)' oppdrt.unify -costs . , (d) savings ■ i 
, {^) , d^bt managetnent < ■ • 

7. "Analyze persorfal expenditures and shifts as a result of income 
. . -changea in are'as of: , 

^ ■ ,. , ;(a) ' consumer non-durables ^ ^ (b)_ consumer durables 

■; -i' ,,(c)' consumej? services 

,; 8. Analyze a^personal biidget and compare it with business and 
government budgets to.understrf the inter-relationships. 



\ 



'9. Understand how consumers' demand for goods and services affects 
costs, prices, and profits which determine the use of the 
economy's resources. ' . 

10. Critically analyze advertisements in terms of disassociating 

the product to be sold (the object, the attitude, the dogma, etc.) 
, from the ideas and images surrounding it.^ 

11. Understand the role of advertising in our economy. 

12. Dlvelop consumer awareness through knowledge of; 
(|) the agencies^ that service and' protect the cons'jier 
(I) , intelligent buying 

Cc)-' the need to report unethical sales practices to the appropriate agency 

13. U|derstand the nature and role of jnoney and the importance of 
tfe monetary system -in 'our economy 



14. , Ufdierstand the advantages an(| disadvantages of the Canadian 
sfstera of chartered banking including facilities and services 
pbvided. 

15. f Understand and copipare the facilities and services provided by 
other savings institutions, 
(a) credit unions (b) .trust companies 

■■ (c) government agencies (d) co-operatives 

, (e) insurance companies (f) mortgage companies 

iD consumer credit companies 



16. j Wderstand the stock and bond markets as a means of: 

|^;(a) faci^ktating the generation of new investment 

(b) transferlng ownership of equity 
if .(c) debt financing 



17. J' Dfevelop an awareness of the relationship between the psycho- 
l logical, political, and economic factors on the trend of 
I stock and bond prices. 
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18. Understand the role of the consumer as a borrower and the role 
of. credit in the economic system. " 

19. Understand the nature and role of various forms of collateral.. 

20. Deraobstrate skill in calculating the actual dollar costs of 
various icredit forms. i 

21. Analyze the differences in various services and costs of credit- 
granting institutions. 



22. Understand credit ratings: 
(a) ' establishing 
(c) accessing 
(e) security 



r 

' (b) reporting 
(d) maintaining 



23. Understand the nature of economic risks and the concept of 
sharing economic losses through insurance protection. 

24. Demonstrate an awareness of the benefits to be derived from 
government insurance plans and relate these benefits to total 
insurance needs; 

(a) Canada Pension Plan ' (b) Unemployment Insurance 
(c) Workers Compensation ' ^ _ (d) other Government plans 

4 

25. Understand that a sound, personal financial-management programme 
. should include protection against economic risks, and provisions 

for leisure and retirement activities. 

26. Determine the advantages and disadvantages of owning or renting 
' a residence. 

27. Discuss tax systems that: 

U) attempt to be fair to all taxpayers 

(b) provide a stable income for the government 

(c) are easy to collect 
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g;28. llecognize that public services* are paid for by direct and 
indirect taxes: 

(a) communications (bWefense 
.S^-) Nitals ' (d) ^ions 

\ (e) roads ^ (f) ^el 

(g)^ education 

29. Identify and Ampare direct r.nd indirect taxes at various 
levels of government. 

30. ' Correctly spell, define, an^ ^ij^p -ominon economic and business 

terms. , 

31. Discuss news reports which p.^'fect eccno'^ics. 

32. Demonstrate a knowledge of the evolution of the tradfe union 
movement and'^the organizational structure of labour unions in 
Canada. - 

33. Identify and explain the role of' unions in .the economy, 

34. Identify and explain the techniques that unions and management 
employ to achieve agreement. 

35. Recognize that business needs resources and effective organ- 
ization to produce goods and services, 



Demonstrate a knowledge of how alternative and competing 
resources of land, labour, and cr.rital are allocated and 
distributed in the Canadian econory. 

Demonstrate an awareness of th« ^-^teraction oi supply and demand 
forces. 



38. Demonstrate an understanding of the role and meaning of 
, competition. 

39. Discuss how m,arkets and prices f inction in competitive and 
non-competitive situations. 
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41. 



•42. 



43. 



Demonstrate an understanding of the nature and role of profits. 

Acquire an understanding of international economic relations 
including: . 

(a) world-trade (b) foreign investment 

(c) balance of payments , (d) aid to oto nations 

Understand that two economic objectives are: ^ 
(a) Ability „ (b) 

improvement of conditions 

Demonstrate a familiarity with economic Indicators: 

(a) Gross National Product (b) National Income 

(c) Consumer Price Index (d) Per Capita Income 

(e) Grdss National Expenditure 

'Demonstrate an awareness of how government policies affect 
stability. 

Discuss the characteristics of levels of economic activity: 
(•a) inflation (b) recession 

(c) depression (d) boom 

(e) stagflation 



46. Demonstrate an understanding of the relationship of wages-, 
productivity, and profits. 



47. Discuss federal and provincial governmental actions to increase 
economic security; 

(a) agriculture subsidies (b) Canada Council Grants 

(c) Regional Development grants (d) quotas 

(e) tariffs 



44. 



45. 



48, Apply economic theory to current events. 

s 

49. Develop a realization of the importance of the person who 
works to produce goods or services. 
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t 50. Devdlop a realiption of the importance of the person who 
. risks; dpi t,al to produce goods or services. 

• 5i; Develop. an understanding for the problems of: 

(a) labour . • (b). management 

. (c) industry (d) agriculture 

(e) • government ^f^A- \, 

52. 'Develop a desire to become an informed and involved voter 
and citizen. 



Risk dapital 



Economic problems 



Citizenship 



0 

g 

i 

H 

0 

09 



57 



ERIC 



INFO R m:%t ion systems 

By the end of this area of study the student will be able to: 



1. Understand the importance of a fast, efficient flow of accurate 
inforination. 

2. Understand the flow of data in a personal records system: 
(a) budgeting , (b) banking 

(c) inventory , . 



3. Understand the flow of data in a variety of systems: " 

(a) accounts receivable (b) accoifits payable 

' (c) payroll (d) sales . 

(e) cash payments (f) cash receipts 

(g) purchases (h) inventory 



4. \^nalyze an operational structure through: 

(a) workflow . . (b) work niea\ureinent 

(c) controls (d) -records management 

(e) scheduling ' (f) layout 

W 'C^^rts ■ (h) organization structure 

(i) forms design 



5. Analyze the effect of technology on management in; 
(a) word processing (b) reprographics 

(c) graphic arts (d) data processing 

(e) teleconunications 



6. Assess how the Jhformation flow is affected by: 
(a) filing^ . (b) retrieval 
(c) microfilming (d) retention programing . 
(e) historical documentation 

7. Recognize the impact of computers on the flow of information: 
.(a) initiating (b) analyzing 

(c) storing ' (d) retrieving 

(e) reporting ■ * 
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j 8. Understand the need for having controls on all systems 
functioning in a business: 

(a) auditing (b) security 

(<^) ageing, . (d) standards 

9. Understand information -distribution systems: 

(a) courier system .• (b) internal mail system 

. , (c) direct mail system . (d) public mail system 

(e') wire system 

10. Understand the role of records management: ' 

(a) filing (b) storing 

(c) retrieving (d) ageing 

(e) historical documentation (f) destruction 

(g) security • ■ ■ 

11. Understand the function of a variety of filing methods: 
(a) alphabetic ' (b) numerical 

(c) geographic ' (d) colour coding 

(e), cross referencing ' (e) direct or random access 



12. Recognize filing devices: 
(a) drum files 

, (c) lateral files 

(e) electronic files 

13. Use a variety of resources such as: 
(a) dictionary 
(c) city directory 
(e) secretarial handbooks 
(g) magazine^ 

' (i) timetables 



(b) drawer files 
(d) microfilm 



(b) telephone directory 

(d) company manuals 

(f) newspapers 

(h) maps . 

(j) electronic storage 

14-. Understand the process of transcribing in centralized and 
decentralized systems. 
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15. fldfeiitify machines and media used for transinittini? inforaation: 
I '(?)■■ telephone ' (b) intercom 

, teletype (d) newspaper 

W: minutes (f) notices 

, • : memoranda . • (h) letters 

flyers ' . (1) posters 

(k)! Magazines (1) television 

^ . . (n) recordings 

16. Se,lect the most suitable process and materials for duplicatine 
materials: ^ 

5^^- Wirit , (L) stencil 

(c) offset (d) photocopier 

i 

17. Identify equipment used in the teleconimuncations process: 
(a) ivideo phone (b) switchboard ■ 

m^^^^^ (d) data phone 
(f)f cathode ray tube 

l^: Spell, pronounce, and use the vocabulary associated with 
information systems. 



Machines and 
media 



Duplicating 



Telecomniunications 
equipment 



Vocabulary 



# 



62 



L A W 



By the enti of this area of study the student will be able to: 

04', 

t 

1. Demonstrate a better unfestanding of law and constituted 
authority. - 

2. Demonstrate ah understanding of the function of law: 
(a) safeguarding civil rights (b) preserving -order 
(c) facilitating social reform 

3. Show an awareness of civil rights legislation in areas of: 
^(a) employment -(b) human rights ■ 

(c) discrimination (d) responsibilities 

4. Demonstrate an understanding of the forni,and essentials of 
cfantratitual obligations which will enable the student to 

. avoid common legal difficulties. 

5. Show an awareness of the rights and obligations of the 
signing parties to negotiate instruments such as: 

(a) |hequ^ ; (b) 

promissory notes 

6. Apply an understanding of creditors' rights and consumer 
protection legislation including: 

■ (a) statutes and regulations (b) bailment 

(c) .credit documents (d) credit procedures 

7. Show an awareness of thelights, responsibilities, and 1 
privileges of being a citizen in Canada and be aware of the 
process of acquiTing or losing that citizenship. 

8. Demonstrate an awareness of legislation dealing with juveniles 

9. Develop an understanding of the rights of and protection for 
,. persons with limited capacity. 

10. DeiHonstrate an understanding of laws for personal financial 
security such as: 
^ (a) insurance (jj) „iiis 

'^ERld^^ ^^"sts ^ .: . (d) registrations 
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11. Identify the prpcesses available for initiatinfj and participating 
in legal change. 

12. Recognize when legal as'^istance is required and where assistance 
caji^be obtained. 

13. Identify the roles 'of participants in the judicial system such as- 
, '(3) plaintiff (b) defendant 

(c) afcused (d) police 

(e) prosecutor (f) legal counsel 

(i) court officers (j) citizen ' 

14. Show an awareness of civil and criminal proceedings. 

tb. Use the technical'vocabulary necessary to understand and apply 
thfe law in, personal, civic, and business affairs. 

16. Recognize 'the legal infpUcations of situations as they arise. 

17. Demonstrate an awareness of torts in dispute? between individuals; 
(a) liability of minors ' , (b) libel 

slander . (d) trespass 

(e) nuisance ' (f) negligence ■ 

18. Demonstrate an understan'ding that most differences are settled 
out of court. ' 

19. Demonstrate an understanding of the legal aspects of ownership, 
leasing, and transfer of real property. 

20. Demonstrate a knowledge of the law dealing with personal property: 

(a) sales of goods , , (b) conditional sales 

(c) chattel mortgages ' ^ 

21. Demonstrate a knowledge of the Motor Vehicle Act. 
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22. Demonstrate a knowledge of the rights and responsibilities t)f 
persons in organization under the; 

(a) Corporation Act ^ (b) Partnership Act 

(c) Societies Act (d) Bankruptcy Act 

(e) Credit^Union Act • ' 

« 

23. Demonstrate an awareness of family and divorce law. 



24. Pemonstrate an awareness of the legal rights and -responsibilities 
pertaining to women, 

'J 

25. Describe' the development of the Canadian legal systen, from 
common law. 

26. Explain the development of statute law through the legislative 
, process. 

27: Show an acquaintanceship with the basic organization, juris- 
diction, and function of the courts such as: 

(a) Provincial including Family and Juvenile 
. (b) 'Small Claims ^ 
(c)- County. 

^ (d) B. C. Supreme Court, trial and appeals division 
(e) _ Supreme Court of Canada 

28. .Demonstrate, an understanding of laws pertaining to employment: 
^Sen^y . (b) employer/employee 

(■c) labour unions > (d) labour relations 

■■ „ (e) collective agreements 

29..' Show an ^awareness of laws pertaining to native rights and ' 
special groups. 
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10 30. Demonstrate an understantvlng- of the legal protection available 
■ to inventors, composers, and authors through: 
(a) patents (b) copyrights 

,31. : Develop an awarenes^ of the sociological implications of current 
legal decisions and, discussions. 

32. Demonstrate an understanding of the differences in legal 
systems in foreign countries. 

, 33. Demonstrate an awareness of international law and agreements. 
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MACHINE CALCULATIONS 
'AND PROCEDURES 
By the end of this area of study the student will be able to:| 



1. Calculate using the basic arithmetic functions of addition, 
subtraction, multiplication, and division efficiently on a 
variety of b^ness machines. 

2. Understand the importance of personal and business math skills ' 
and concepts in our society. 

3. Understand the importance of calculating machines in our 
society. 

\ * 

4. Understand the consequences of error in calculations. 

5. Practice habits of neatness, accuracy, and legibility. 

6. Understand the importance of calculating' machuios as they relate 
to studies in business subjects: 

(a) accounting (b) data pi^'cessing 

(c) office procedures ■ j 

7. Correctly spell, define, and use vocabulary associated with 
calculating machines and procedures. 

•8. Calculate using whole numbers, decimal numbers, and fractions. 

9)^ Demonstrate the ability to c^eck the validity of solutions by: 

(a) repeating. the procedure (b) estimating the answer 

(c) using a different method ' 

10. Demonstrate skill and confidence in the use of business machines; 

(a) pocket calculators (b) electronic printing calculators 

(c) programmable calculators (d) electronic display calculators 

(e) electronic cash registers (f) electronic posting machines 

72 11' Demonstrate and use the specialized functions of a variety of 
ERIC business m^hines. 
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^ 12. Read arithmetical symbols in common formulae and translate them 
foi solution on a variety of business machines. 

13. Translate word problems into mathematical equations or formulae. 

14. .Apply business machine skills to a variety of business problems: 

^^^^^ (b) accounting 

(c) production (d) auditing 

(•e) transportation (f) analysis of statements 

15. Use the British and Metric systems of weights and measures. 



,16. 



.Develop an appreciation for a variety of historical systems and 
symbols; 

.(a) slide rule (b) abacus .# 

(c) tallies and tally sticks (d) Napier's Bones 

(e) comptometer 



17. Demonstrate an ability to use mathematical shortcuts and rapid 
calculations. 

. 18. Recognize, analyze, and construct a variety of tables, charts 
and graphs. ■ ^ ' 

■ 19. Interpret a variety of statistical information derived from 
business maphines. 

20. Demonstrate procedures used in solving problems in consumer 
buying: 

(a) computing unit and quantity pricing (b) comparing prices 
(c) averages 

21. Demonstrate procedures used in solving problems in banking: 
.(a) depositing money ' (b) account balances 

(c) bank reconciliations (d) interest calculations 
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22. 



23. 



(b) overtime pay 
(d) incqme deductions 
(f) commissions 



Demonstrate procedures used in solving problems in calculating 
wages and income: 
(a) straight-time pay 
(c) piece rate 
(e) net pay , 
(g) budget allocations 

Demonstrate procedures used in solving problems in instalment 
loans: ^ 

(a) principal " (5) interest 

(c) finance charges (,,d) instalment payments 

(e) annual percentage rates • . 



24. Demonstrate procedures used 
(a] market prices 

(c) ^ bond income 
(e) capital gains 

25. Demonstrate procedures used 
(a) premium rates , • 

(c) co-insurance 

26. Demonstrate procedures used 

(a) annual net income 
(c) cash investment 

27. Demonstrate procedures used 

28. Demonstrate procedures used 
income tax. 

29. Demonstrate procedures used 
ownership: 

(a) depreciation. 



30. Demonstrate 
(a)||comparj 

(c) 'average 




in solving problems in investments:' 

(b) brokerage fee 
(d) rate of income 
(f) dividends ^ 

in solving problems in insurance: 

■ (b) policy refunds ■ 
(d) settlements 

in solving problems in real estate: 
(b) rental charges 
(d) rate of income on investment 

in calculating municipal taxes, 

d 

in calculating taxable income and 

■ 1 ' 
/ 

I 

in solving problems in automobile 

(b) operating costs 



in solving problem^ in travel; 
(b) timetables 
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J 31. Demonstrate procedures used in 
(a) parcel post 
(c) freight . 

32. D^inonstrate' procedures used in 
ownership: 

(a) income distribution 
(c) net worth 
(e) gross profit 
(g) net income/loss 

33. Demonstrate procedures used in 
(a) trade discounts \ 

Ic) cash discounts 
(e) extensions ^ 

34. ' Demonstrate procedures used in 

(a) percent increase or decrease 
(c) selling price 
(e) discounts 

35. Demonstrate procedures used in 
(a) checking invoices 

* (c)' gross cost of purchases 



solving problems in shipping goods: 
(b) express 



solving problems In business 

■(b) rate of dividend 

(d) net sales o ' 

(f) cost of goods sold 

(h) percentage analysis 

solving problems in retail buying: 

(b) chain discounts 
(d) date of payment 
(f) total cost of purchase 

solving problems in retail selling: 

(b) rate of discount ^ 
(d) mark up 
(f) net sales 

solving problems in wholesaling: 

y (b) net proceeds of sales 



36. Demonstrate procedures used in solving problems in manufacturing: , 

(b) depreciation * 
(d) gross and net profit 



(a) factory costs 



(c) overhead distribution 
(e) quality control- 



37. , Demonstrate procedures used in solving problems in home 
ownership : 

, (a) ownership costs . " (b) amortization 

(c) interest and principal of mortgages (d) ' utility costs 



38. Demonstrate procedures used in solving problems in measurement: 

(a) linear (b') area ' ' 

<c) volume (d) actual measurement 
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39. 



40. 
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43. 



45. 



46. 



47. 
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DemJnstrate procedures used in solving problems in foresty: 
(a) board footage ' (b) scaling, 

(c) linear measurement " 

Demons|ira,te procedures used in solving problems in mining: 
(a) tonnage • (b) percentage concentrates 

(c) illclines, planes, pulleys, levers 

Demonstrate procedures used in solving problems in agriculture 
(a) acreage jields . , ecmpmic units 

(c). distribution '(d) iMts and grades 



Pemonstrate procedures used in solving problems in fishing: 
. (a) weigh scales (b) equipment stress 

Demonstrate procedures used in credit conti*ol: ' 
(a) rejection percentage (b) trends in credit accounts 

(c) changes in credit sales volume (d) ratio of credit sales to 
(e) change in accounts receivable total sales 

outstanding • 



44. Compute nxDvincial and federal sales taxes. 



Demonstrate procedures used in sales transactions: 

(a) "cash register receipts ■ (b) sales slips 

(c) unit prices (d) quantity prices 

(e) fractional quantities ('f) wejghts 

(g) counting change • , (h) balancing records 

Demonstrate procedures used irl purchase charges: 

(a) trade discounts (b)- caeh discounts ' 

(c) transportation charges 

Recognize and identify a variety 'of business forms and complete 
these forms using recognized business procedures. 

D^strate an understanding -of records management as it applies 
to^e care and control of source documents and other 
statistical' information. > 
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^- 00 49. Recognize. responsibility,in areas'of: *r 

^ (a), reporting machines requiKng' repairs- {b) care 0 

, 50. Demonstrate a tquch skill on a variety oi business machines 



using recommended procedures. 



51. pemonstrate an^ awareness of the role of business machines in ' 
a variety" o'f careers: • ' f;- 
.(^^ clerks , , . : , ' (b) cashiers . ' • 

>. (crestimators ' , (a) engineers 

■ .,(e) purchasing agents ^ (f) customer service |rsonnel 

52. Solve problems in logical sequence and able to program 
'these- steps on a variety of .business machines., j 




i3, .Recpgnize (j^mraon' floweharting symbols in order *to inWr^ht 
1 and construct flowcharts. 
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■ M A ' R K E T I N t; A N -D D I M m B U T I 0 N 
■' By^the end' of this .area of study the Ment will be able to: 



1. Demonstrate a general knowledge^'.bf the characteristics of Canada's 
population and how it is organized for a study of krkets: 

(a) local^ ■ , (b) regional ■: 

(c) provincial ' ' i (d) national J 

2. Demonstrate a knowledge of fh^' Canadian. Market and its 
relationship to World Markets'': 

.'(3), American ^ ; (b) North American 

(c), Eur^jiean ■ . ■ (d) Pacific Riiti , 

3. Demonstrate a historicarutidersta.nding'Qf, the evolution of 
' marketing; ^ 

(a) .barter; , ' (b) 'd&covery of tk East . 

, (c) medieval centers o£ business ' (d) mercantilism 
(e) eayly Canadian entrepreneurship . ^' 4 ; 



■ 4. DevefDp diagrams to aid in the studf of the functions of marketing 

■ including: ' ; 

.U) -Rlace ■ , ; Jb). product 

. . ('0) .;P|?oiTiotion» ■ ^ (d) price* 

■■• '■ ' /' ') ' . . 

■ 5J .I#|ti4ty^^^^^^ sho^ the inter-relationshipf of marketing vTith* 

6'thef. sectors of the economy. ] ' ■ 

"6. Understand the seTvic'es provided to consumers by r#^ilers, 
. wholesalers oand^ manufacturers-: ' ' ^■ 

(a) Jabelling^V' ; . . ^ -(b) guarantees. ' ' 

■ •'■ }^^™^':'' " ' ■ (d) credit 
'.. qualifl«ntrol ^ (f) transportation 

, ' (g) warel]("ng 



7; Understand. the voluntary control of marketing practices through: 
(a) manufacturer's codes •■ (b) advertising codes 

(c) trade associations ,(d) Chaiii)ers of Commerce , 



Marketplace 



Wci'rld markets 



History 



Functions 



Inter-felationships 



Services 
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Marketing practices 
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g 8. un^i>6|i| the inipkt Ql cpngik^^ and goveri 




■ (a) • basij and wq^ired ri6e|t^^ 

l^J; PfWe ancf yndertakeMrket research:- 
: - (amocating and &«J||,ing appropriate sourc^s of .priniary a 
-■^^ ■ secondary data v ;':';--^^ ■ ' ' 

*(b) preparing samples 'and schedules ^ , 

. '(c) editing/tabulating, analyzing ^ interpreting'thelntom^^^^^^^ 
: in a ^li^itten report 

11. Demonstrate 'a knowledge of retailing: 

. . .4a)^thi^ ■' . ..^ stock control - 

^- (c) buying ' (-d) pricing techniques ' - 

(e) sales promotion (f) display 

layout . |h) location 

v . . (i) ^delivery " > ' ' 

, •■ ■ ■ ' • >i ' 

; ■ ;» 

^iyfr'^f Demonstrate a knowledge of product planning: ' '\ 

'^W: (a) target areas ' ^ (b) market. 

■•j'c) branding'. ' (d) packaging' 

' ; ■ • (e) product mix (f) price 

: 13/ Demonstrate an understanding''of,the distribution of goods by: 

' (a) manufacturers (-l^) .job^rs 

«' ■ ' wholesalers ■ _ (d) manufacturef^'s agents 



H. Understand the place of institutions in the ct 
'distribution: ' "'V. 

^^nks , ■ , \ . (b) cr^dit'Waus 

(d) factors' 

'•^M freight forwarders ■ 



. (c) customs brokers 
T(ei' carriers ■ 



Consumer 
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legislation . 'i 




' Consumer' » 




motivation .fH 
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' distribution '''^'^ 





mfit the-desirablfe qualities and personal, factors that 
/ontfri{)ute to/k> successful salesperson. 



Institution 
services 
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PWlf '^ evaluation of sey and otherS'»«tn terms of a sales ;j 



,17. Develop and present a sales presentation', 
18. Use current 

I 



literature. 



19. Discuss the advantages' and disadvantage's of various types of ' 
, a#ertl8ing media. , ' ' 

I . . ' 

•20. Create effective advertising in a %iety of media: 
(a) radio •' ' '(b) television' 

(c) ; newspapers ^ (d) billboards 

^ (e) magaSlies ' ' . • (f) direct .mailiags I 

21. Produce an adiertising programme taking into account: 
.(I) J^arket anaifsis (b) types of adverllsing, 

5 * 



■ ■ (c) advertising niedia 



(d) relative costs 



,22. Understand, the role played by advertising in the ecOnoiliy: 

(a) creating ^rge markets ^(b) affecting prices 

^ (c) pennitting mass production ; (d) providing prcfits* 

fe;.;t^.. Spell, definejind use imarketiij^ vocabulary. 

?erforiB marketing mathematiife,::'!' A 
lajiiurrency conversion ' . ' (b)' pricing 




W^jliscount 



(d) taxe,^ 
(f ) mark-up' and inark-down 



25. Demd^xate effectife oral ■.and written' coiii|^ as applied 

26., Examine careerglin marketing and distribution /elated areas. 
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"I OFM^- PROCyp.URES 
By the end of this area of study the stuLht will bfe a^ile to: 

, ' 'I 

1. Type with speed and accuracy. 

2.. Use a variety of machines requiring^ key-boarding skills^ 
J^^*^' ^- (b) computer terminal 

•4' /•'<) (d) , posting machine ( ' 

■v ' toiaposer . (f)*' keypunch V 



'3. Use reference' materials such as:' 
,• (a)\ dictionary , (b) handbo^ and manuals 

(c) directories W 

P4. Use decision-making skills such as: . ' * 

, ,|(a) ■ assignin'g priorities ^ ' (b) estimating lead time 

, '.(c) scheduling ^ ■ ^ determining supplies-use 

(e) retrieving inftmation (f) , gathering data 
(g) cruizing work loads ^ 

Recognize the need for flexibility in adapting to chaMe in ■ 
technology. W * 

6. ^^^jp^^ tJleed for flekbi^ity in adapli^to supervisory 

U) direct control , 
(c) coUegial decision making 



Speed and accuracy 
Keyboardin^ skills 



Reference materials * 



Decision-makingv 
skills 




(b) , delegated authority' 
, (d) ^^Pirected 

7. Understand that many po'sitions involve varying degrees of 
initiative and responsibility. • 

8. .Determine personal Aeeds' and match with itoards and benefits 
of various positions. i 



Flexibility 

Supervisory 
styles 



Initiative 



' Needs and rewards 



9. SpeJ^i-,- pronouns^ and use a basic businQss'|fo(!abuI^y,, ^ : ■ "H^ocabulary 

. '10. Demonstrate 'the routines o{ keeping a -daily Sppoi'Aient book and Scheduling 
of scheduling and cancelling appointments. f 

g^^6 Demonstrate, the relationship between quality and Use of offifc,. ' Qijality of . 
tl^ supplies, and products. ' v; '• ' ' sup/lies ■ 



\ 1 12. Identify and demonstrate the correct use oHffice supjJlieg and 
products. . • 

13. Underitand the Importance of correct storage of supplies and 

I f maintenance of equipment! 

1 1 14. Appreciate that perianal attitudes tnd, characteristics can aflect 

- 1 the -efficient operation of an organization*,^ 

15. Use techniques of worl||implifijition: 

(a) work station layout 1| " ■ (b) f iowchSrting . 
• (c) method study (d) models and simulations 



1 



'16. Recognize t|i for |)nservatidn of supplies. ' 
.17. ^ Recognize the need for efficient use of time. , 
18. Select the' mist suitable^ process' and materials for duplicating: 



Use of 
supplies 

Storage of 
supplies 

Attitudes 



Work simplification 



' Conservation 



(a) spiMt 
(c) offset 

19. Demonstrate the preparation of: 
spirit masters 

(b) offset 'masfters 



(b) stencil 
(d) photocopy 



(b) stencils 

(d). camera ready, copy 



20. Demdstrate the duplication of materials on: • 

(a) a spMt.j^^^^^^ (b) a stencil duplicator 

. .(c) an pfiet 'dui)licator ^ (d) a photocopier, " 

21. Evaluate the results of %ot\ in terms' of: . '"^ 
, (a) usability of copy - * \ (b) operation of equipment' 

(c) use of work apeas 



tcy 

Duplicating 



(a) handwritten work 
(c) typewritten work 



22, ^ Plan and arrange rough drgt material for duplic^ition: 
(a) handwritten work ■ T . (bj artwork ^ ^ . 

23. Duplicate copy developed from rt%h dVaft'on various stocks 
and 'Sizes of paper: ^ l^- , ' | , , 
(a) |)ostal cards - . . ^^^,-.;-(b).: « V 

-";(cr programmes .• i^--^f''- ^(d) custonwcut sizes r f 



Mastey, preparation 



'iplicating 
equipment 

'ftalu'^e' 

results 



. Planning rough 
drafts 



iiStocks and sizes 




24. HSdle^utgoi^mail: ' 

(a) attaching or enclosing materials' 
(c) girting letters^envelopes 
(e) (bessing letters and package > 
(g> delivering 

(i) calSlating posta/rates ' 
(kkregistering or wrtifying mail 
(niHracing mail ^ 

Handle incoming maii^ 
(a) openinjind recordi^ 
(c) . collec9|/ 

(ej sorting 

(g) sorting ^fcr priority' 
(i) attacl|^ pi|^tinent correspondence 



. • f . ■ 

(b) folding letters 

(d) sealing enveloptfs 

(f) stimping envelopes 

(h) , wapi^iig and. tying , packages 

(j) purch«|8lng postage 

(1) bulk mailing, 

(n) recalling mail 



(b) signing for registered mail 

(d) date-stamping 

(f) forwardi-ng and distributing 

(h) reading and making notes 



..Outgoing mail 



26 . Handlie |ifte.r-9f f lee 'mai 1 : 
(a) stamping % 
(c) collection 



(b) distribution 



27'. Sort, cpllate,^ code, index, and file materials by: 
(a) ' topic;' or . subject 
(c) number 

(e) geographic region 

28. Use filing procedures; 
\i) i^rie|ing materials 
(c) dfbss-referencing files 



ten- 



(b) name 
(d) colour 



(b) transferring records 
(d) checking-out files 
(e) keeping "clipping and tifkler files (f) control an(i' management 



29. Ise a variety of filing devices: 

(a) drum file " ' 

'.(c) drawer file 

\ (e) microfilm . 

30.. Use a telephone efiectively: ' 

, (a) ^answering' 

'. • (c) placing, calls 

j', (e) kreie|ii.ng 



(b) lateral fi],e' 
(d) card file 
(f) 'electronic *fil 



(b) transferring f , '\ 
.(d) placing long diltanc^ calls 



,^^3i; Understand tHe characteristics necessary to develop a telephone 
ERIc personality. ' ' 



Incoming mail 



Inter-office mail 
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/ I 

^ . 32. Understand the effect of^ime zones on telecommunication, services, 
'33. Prepare telegrams i ; 

/ ' f 

i 34. Transcribe in acceptable form materials recorded 'on a 

transcribing machine. ' ■ \ * ■ 

35. Demonstrate trinscription skills si^h as; 

/ ta) typing ^ fro* dictation ,(b) listening in thought phrases 

(c) typing in liought phrases (d) comprehension 

36. Demonstrate 1 awareness of a variety of transcribing equipment. 

(a) belt I ■ . (b) -tape ' 

(c) disc 

37. Use dictatinfg-recording equipment. 

38. Handle cash/ and be aware of cash control systems:, 
(a) petty cM / (b) change funds 
(c) bank deposits (d) - endorsements 
.(e) bank reconciliations . (f) cash records 

. (g) cheqije Lriting | (h) receipts 

39- iDemonstra* a skill on calculating machines such-as: 



(a) electronic display 

Prepare riports such 
(a) e^pende accounts ' 
(c) stateilents 



as; 



41.. Prepare an itinerary using; 
(a) : timetables 
(c) travel agencies ' 



(b) electronic printing calculator 



(b) budgets 
(d) sales report 



(B) maps 

(d) hotel/motel ratings 



42. Study cafeer paths in clerical and stenographic 'occupations 



43. Pursue selected studies: 
(a) medical stenography 
(c) libriirianship 
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(b) legal stenography 
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By the end of this Vrca bf study the st'iiien,t will be able to: 



1,. Demonstrate awai'eness o/f 'the functions of managementf 

organizing , 
(c) directiril-; , ' V V\ ' / (d) 6o-.ordinating 
'('6). controlling' , \ ' ''^ 

2. Demonsfrai?, anj'a|^ar.eness of the) fjin;dtions of a busi|^ss( 
' «organi^ationi:/'' ' • ' 
'(a) produition-^ ' f i' ; (b) sales' 

(c) control 



3. Show an appreci-ation of th6 development of the Canadian; - 
business community,; ' ■ \ . \ ! ' 

• (a), freedom of enterprise * , ' (b) profits , 1.' 

. ,. (c). goverpent cOn'trdls ' (d) government 'ownerihip 

(e) tion profit activities "of busine's^ a ' ' :•' 

4. Discuss the sectyps of tji'e Canadian business comitiunity: ' 
(a)' primary • ' ; , (b) Secondary K' 

•Mc) -tertiary .■l ' ; ■ ^ distributive I--- ' 

.(e) financial * , ' { ' ' .' >(fi)V- services'' 

■ ; ■■ , • , ■ ■ > {. 1 ■ j 

5.. Show_ the relationship of business nlafapminf to busin^ga'', 

organization: • * •/.^77,- /" . ,! 

; ,^ (a) proprietorships , ' t^: H'(b.) p^rtBlrshipfi i 
s(c) cor^rations' ^ . ' ".' ■V''',fd)i cooperatives' 
(e) crown .enterprises ' j' f '(f)' ^c^^ties i' .{ '■' 



|6. Discuss ways in which a businesi3^s;t^6lis|ies ipoliciesi^ , " 



7. 



JRecbgniie how some individuaMa5ve:iii'f,luencJ<i»businfesp ■ 
management: ' v, '/^ \, 

(a) Dr. Pauline Jewe|:t ; ' ■ ''(bj %Dit^-f.miaa'G'iibreth 
' (c) 'Mary G, Hbpper ' .(dl. Lord 'Thompson" . 

(e) ',J, K. Galbraith^ ^ (f)''^*ti: ford \ 



Functions of 
management 



Functions 



Development of 
Canadian 
system 

N 

'Sectors of 
'Canadian 
system 



Relationships 



Policies'.ife/ 



Business '; » 
managers 
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8. Understand the cl^s^sification of personnel in a business 
organization; 

(a) directors . (b) officers ■ ' 

(c)., supervisors . ' (d) managers 

(e) 'staff , . , ' , 

10.- Develop a simple organizati<)n model and show the inter- 
. ' relationship between a t^ariety of structures; 
) (a) unions ( (b) government Igencies 

(c)' Mij^eiiient ' ' '^i • (d) public • ■ 

11., 'Develop an organization chart] showing:- - 

'. (a) line-staff relationships ] (b) line authority 
Mc) functional organization ' [ ■ ' (d) responsibility^' centres 



Personnel 



Organization 
model 



Organization 
• chart 



■. 12. Discuss the importance of cbbnunicat ion, among individuals iii 
..orgalMations. " ^ /,L 

' ^ • ' • . . 

.13. , Desiaribe several organization philosophies: 

(a) I profit center (authority certter) (b) task force 

J4. Dish&s the influence of governm^f regulations and legislation 
f ' on business organization and practice: ' 

(a) zoning- ' ' ' , . ' (b) 'licensing 
(c) codes •• (d) taxation i 

U) incentives ' ' ^ , 

15! Discuss possible improvements in relationships between government ^Business 
union, business, ahd nnnsnmpr cprmmc i . 



Cpniraunication 



Philosophy 



Government 



union/business, alld consumer groups. i 

. ■ . I . . . ' ' , r 

16-, ..Demonstrate an awareness of the, relationship betwe^'^organization 

, objectives and the planning fu|ctions: ' ^ " . 

(a)' quotas - jib) cost cutting ' 

(c) new products ' \ (d) budg^t|ng 



17,- ' Discuss how the organization 'objectives affect) poli^jie 
. procedures/ an^ strategie's. { ^ /j 

^18; Understand the importance of continuous evaluation of- dbjectives. 

19*i-: ' Analyze the process of estimating ^manpower needs pd' deyelbping 
: recruitment programmes. ' • , ' ' 



relationship 

Objectives ani 
planning- 



Objectives 

Evaluation'^ 
Manpower Aeeds' 



20. 'Examiire procedures used^to screen and select appli'cants.. 

21. Examine ofier^tatiort methods for employees and discuss employee \ 
performance criteria. '. " 

f '22. Discuss several ti^in-ing programmes spc^sorad or conducted by 
business' and government. , , /' 

.23. Discuss the policies .for dischargirjg, transferring, and promoting 
' , employees. , < ^ 

; 24.' Discuss motivation and, group pressure^ kich/lnflue'iv^' employee 

morale. , • I'' '^J^rr^-' 



' it. J' 



HI personnel 



. 25. Demonstrate an awafeneW. of the heed foj 
policies.., . . 

-;26. Di§c}iss grievan^ procedures an^d 'th\'^sii6n^ of 
T raan^gejjl^iit* anijl labour, - [-J 



T -labour legislwiioil'*as it affffcts the personnel 

} :;28. iDi^cuj^^^^he advantages.Md disjidy^if^^^ different types of 
> , n\fMwal- institutiOniy V V ' 

•29.. Aniljze tt^ dialer jiPmetliy ci^^^^ for a\ business 



j.iiss fflaj 
itio; 




■ ' 30.?' Distinguish be"^n tyjips^ of business budgets 

, " ^)..-^short-fSnge , . - ■ [ ' ' ' ; ■ (b), long-range 
, ■'lc)'cost , V" a, ' • Cd) 'sales 

;,3K..-.,Discus%tfie inter-relation«hip of foVecasting, budgeting, 
' 'fc|rfr prepM%;pn^^ statements / and cash flow. 

, w. ' Dismiss, tjle^ formulation of credit poUcies and conunon" collection 
y vv techniqifts" ' j,/ 



, 33. '/',l)iscuss. supervision p^|'inciples and thei^ effective application. 

; '4. 



Screening and ^ 
selecting 

Orientation* . 
I . 

Training ; ' • • 
programines . 

Personnel ■ 
policies , 

Morale . 



Personnel 
policies 

Grievance 
procedures 

Labour 
legislation 

Financial 

institutions 

\ 

Capital 



Budgets 



103 



0 
Sd 
0 

> 

H 

N 

> 

H 
0 



Inter-relationships ' S 

.> 

Credit policies M 



Supervision ' 
■ principles 



6> 

0 



' I ■ * 

34. Report on insurin'g against common business "risks. ' ' - ' 

. 35. Describe the factors of production involved in .the manufacture 
' ' of products: 

. :a) sales forecasts " (b) • current purchases 

(c) production capacity ' ' , (d) personnel • 

(e) economic trends ' ' _ (f) capital 

36. fistinguish between leadership styles: „ ^ 

(a), autocratic , ■ (b)'' open door,' ' 

{ell consultative 

/ 

37. Understand the functions of the, financial manager and analyze 
financial statements. ' ' 



38, Show how research is a factor in decision, making. 

\ ' . .■ • 

39. Discuss -the management of marketing functions: 
■ Pi^d^ct . , (b) place 

(c) - promotion ^ (d) ^^[^ 

(e) planning 



40. Discuss the management of purchasing functions: ' 

' \'\ Wing and credit (b) transportation and storage ' 

(c) customs and tarrifs ' ' ' 

41. Describe management techniques used'in problem solving- 

J^J task force (b) pert cliarts ' ' 

^) ■ ^^"'^ ^in^ (d) flowcharting 

■]'\ "charts , (f) management by objective 

(g) operation research method ' , ' - .v : 

'42. Discuss new management techniques of management Informa'tlon 
■ systems. ' . 

43. Discuss. management techniques used by small businesses.' ■ ■ 

44. Discuss career opportunities in a variety of fields of business- - 

(a) purchasing (h) f;,,.,. 



(a) purchasing 

(c) accounting 

(e) -manufacturing 

(g") marketing ' 



(b) fina|nce 

(d) personnel 

(f) transportation 

(h) coranunications 



Insurance 
Manufacturing 
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By the end of this area of study the student wML be able to: ' 

* t , 

1. Identify the ■criteria of acceptable dres^, grooming, and' 
appearance in: 

(a) the home environment . . (b) the social environment 
(c) .the business environment (d) the industrial environment 

(safety requirements) 

2. Demonstrate a knowledge of business etiquette and protocol. 



5. Realize the importance of punctuality and, regular attendance. 
4. Identify and use various methods of learning. 

if ' 

'5. Work under pressure of time and a multiplicity of tasks. 

6. Identify and set priorities. 

7. Cope with increasing job. specialisation and job mobility 
through: „ 

(a) working with people \ ' (b) handling ^^^^^^^3^2^^ situations 

(c) working efficiently and productively (d) teing^ versatile 

(e) developing decision -making skills (f) recognizing leadership skills 

8. Recognize the importance in verbal and nonverbal communications of: 

(a) voice and delivery (b) 'gestures 

(c) posture ' ., . (,d)^ facial expressions " 

(e) poise ' (f) self-confidence ' 

(&) language (h) enthusiasm and sincerity, 

(i) relevancy ' {]) creation of interest 

(k) tact , . ' U) discretion 

9. Understand that personality is a factor of task competency. 

106 
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Human relations, 



Personality ^ 



* » 

,10. Discuss inotivatidUft relation to job satisfaction 

■ ■ ' •■' ' '!) . , ' 

U. Demonstrate an awareness of the process of developing values'^ 
t • through: 

' > . * (a) attitudes (b) aspirations 

', activities • (d) interest 

(e) environment , (f) experience 

• i 12;> Demonstrate an Understanding of the frapact.on others of: 
' ■ mood ., (5) temperament . 

• ^'(-c) initiative (d) enmity , 

13. Discuss how success in the social and business environment 
is affected by: 

>• ambitiousness * (by cautiousness 

.(c) competitiveness , (d) 'conscientiousness 

fe) consideration ' (f) dependability 

(g) >efficiency . (h) .friendliness 

(i) helpfulness ' ■(if 'independence 

(k) intelligence . (1) i^y^ity 

: ' (m) responsibility (n) self-control 

14. Discuss the need for developing a systematic plan for self- 
motivation and personality improvement. 

15. Demonstrate an awareness of the psychology of human behaviour. 

16. Demonstrate an awareness of group dynamics. 

• 17. Demonstrate an ability to function in ihterpersonal-'relation- 

ships by: 

(a) identifying and building on strengths in others 

(b) listening actively 

(c) empathizing 

(d) seeing group planning as a collaborative effort rather than 
competition for power and control 

(e) giving and seeking direction in working toward a common goal 

18. Demonstrate an awareness of how a mature individual functions 
with peers and adults in both small and large groups in the 
/ social and business environment. 



Hotivatioif 
Value development 



Expressions of 
character 



Personal 
attributes 



Personality 
improvement 

Psychology 

Group dynamics 

Interpersonal 
relations 



Maturity 
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0 
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SHORTHAND 



For the' purposes of , the following lejiiing outcoines SHORTHAND will include any shorthand system. 
By the end of this area of study the student will be able to: 



Exhibit' correct posture and appropriate materials. 

Recognize phonetic sounds in words. 

3. Organize and record in shorthand the ideas heard or read, 

4. Write fluent, clear, a/d accurate shorthand notes for immediate 
an4 future use. / . 

5- Use theory principles to write correct 'and well-proportioned 
outlines. 

'/■■;. 

6. Use theory princi^ples to develop an expanded shorthand vocabulary. 
■7. Write automatically the most frequently used words. 

8- Write and quipkly recall correct outlines foi; shortforms and - 
phrases. / 

9- Read fluently, accurately, and with understanding, from plate 
or self-written shorthand notes. 

1^- Transcribe plate and self-written shorthand in appropriate form. 

Use shorthand notes as: 

(a) an immediate reference 
(c) for future reading 



(b) for future transcription 



12. Use the following skills prior to actual transcription: 

(a) rapid reading (b) correct punctuation 

^c) grammar . (j) ^^^^^^^ 

(e) comprehension •■ 

W Apply proofreading skills/to correct errors in transcribed 
i ERjC * materials. V..^^ \ 



Posture and 
inaterials 

Phonetics . 

Recording 

Clear nQtes_ 

Theory 

Vocabulary expansion 

Vocabulary 

Shortforms and 
phrases 

Reading 



Transcribing 
Cold notes 



Pre-transcription 
skills 



Proofreading 
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A 



' 14, Take dictation at increasing speecls. ' 

' ■ ■ ' ' ' i ■ 

13. Take dictation in a variety of environments,. 

"' . ' ■ ... : ' 

16. Take dictation- under a variety of circumstances such as: 
, .' (a)' interruptions , ' (b) .variable speeds : ' 

(c) ■speech quality. ' . (d)' repetition 

17. . Use shorthand for a variety of purposes; , ' 
(a) note-taking • ^ ^ (b) minutes 

(c) summarizing ' * (d) compiling 

(e) letter-taking ^ ' , (f) rough drafts 

(g) composing 

♦ J' 

18. Demonstrate an understanding of the general content of the 
dictated material . \ 

19. Demonstrate an awarness of the existence of specialized ' ' 
vocabularies f 

(a) radio,' television (b) legal- 

(c) medical (d) engineering' 

. (e) advertising ' ' 

'20. Use reference matehals and dictionaries effectively. 

21. Estimate 'the transcription space required for each "take" 
to ensure correct placement. 



22. Arrange materials for an organized work area to facilitate 
steady flow of work. * 



23. Follow oral and written instructions, 

24. pperate a variety of recording equipment. 



25. Demonstrate attitudes, character traits, and behaviour patterns 
•• necessary for success. - I 



^peed developing 

Dictating ,. 
' ■ Environments 

Dictating 
circumstances 



Purposes ' 



Comprehension 



Specialized 
vocabularies 



Refferfeutfes'''^ 
Placement . ■ 

Work area 

Instructions 
Recording equipment 
Attitudes . 



.; •>'. , .T Y jE.VR I T I N G 
By- Ae ebd of this are-a of-study the student , will be able to: 



I 

OIT( 



• 1; Jlxhibit coffect posture and body|positiol V tte ty^^^^^ 



' Touch, type the ilphaleticV numeric, and symbolic f^jjarabters ' 
. on tl\e ■keyboa^^^. ■ ' ^ 



^ V -3. • Op'er^te- .service lieys and othgr typewri'tej mechani/?ii^; V ' . ' 
: ■„ ^J^)' alignment scales ; .K. • - ■ ^lifa spacer - 
m "^si^i^i^ge release ■ ' ^{4) .carriage return/ 

(fe) inariin stops \^ , ■ , (f) ^paper bail ' .. 

p' ,pap^r guide , '.^ / . " (h) paper release ■ 
ji)< ribbon and stenc;!, controls • " (j) tabulator'' 

■ (K)^, teuch and- pressure.' coi^trols (1) variable . liiie spacer ' ' 

] ' ■■■■ ■ ■ ■ A 

, 4. wnsti;ate 'proofreading skills by being awab of: ' .'y 

■ (3.) : spelling errors " ^ '(b) • correct English :Usage 
: \ Jc) intpnsisteiicies ; • (d) omissions,', ^ 

•^^(e) technical Wangeifient / 

. ■ ■; • ' ' . ' , ■ i' , ' • .. . / 

;>-5^. Centex material horizontally and 'vertically on paper any siif*. 

■;6. .Identify the parts of a personal and business letter. ' 

' 7. Efficiently type a Aailable letter and envelope in^"sev^ral Ijasic 
styles and prepare for mailing. , ; 

'8, Prepare a tabulated report in a variety ^f styles - ' ' 

' 9. Type a report uWng thesis form. , " 

: \. . .L 

s 10. Use a coitect, efficient method to perform; typing procedures ' 
such as: ' • , ' ■ f, ' 

(a) carbon packs .. ' (b) chain feediiig ■ ' 

, ' (c) ' changing type sizes and styles . jd).' gleaning ' ' ^ 

5^! P^^oti"g ' ■ ' ^e-insertingand'aligniiSnt^- 

.'lg) ribbon changing ■ ; (h) spreading anii sqiieezing' ' • 
t:D?r- ^'^^ 'typing on lines . \ J . •;■ ., 



■, I.' / 



Posture and bod;^" 
position. ' ' 

Keyboard ■ 



Servi^ie;.J<eys. and ' 
nechanisms ' 



Proofreading 



-efit^ring 

Letter parts 
t 

Letteij?s«and 
' 'envelopes' 

■Tabulations 

I 

Reports ' 
Procedures 



Jll l]((ly'||i'^:|^ for: 




; (b) eiriesslng titles and degrees 

(d) |ng pui\ctuation 

. .J .^^ . • . ipols not on 'the keyboard 

:, ^ •(•), Jita61a)aticin^ styles in letters , (f) postal regulations ■ 

, • (|) ipjfcing'^fter-punctuatipn (h) spacing and paragraphing-' ' " 

yi?M: W iwia'una?range(i'.copyy handwritten copy, or printed cgriy and 
I use proofreading syinbols., ' ^ ' ^ 



' 13,; %e: from direct dlchtion. 



l^vVf^Ose original material at the typewriter for later editing 



' ' W copying. ^ . 
15. ip|^iy.0reQt(and efficient rul^s in the set-up, ;)f produ 



i^on^ 



■ > 



fa) ' advertisfBie^ts 
(c) : annoiili^eients 
( e> MlllnK 

(g) book i^^iews " ' , 
(i) financial statements 
(k) ihvitatiote ' 
(«) miwis 'V , ♦ ■ 

(6) n«j)spapei^ articles • 
(q) poitry 

Wrpwpnes' ■ ;^ 

(w) sai^s, lin^ purchase orders 
(y) telephone messages 



(b 
(d 

If 

(h 



agenda 
application forms , 
busita reports 
cheques and voucher cheques 
interoffice memoranda 
legal documents I 
minutes 
notices 

postal. cards '/^ 
purciaae requisitions 
sales and' purchds$. 4pvoices 



I] 
(1 
(n 

(P 
(r 

(v 

ti (x) teleccamunications 
t (z) displays ^ ^ ' 



16t|U8e;ia VarietjfP procedures for correcting^ erro;?s on originals 
: and carbon copies. ^ • ^ ^ 



17. identify and use corrJ, 
cirbofii and envfelopes. 



different sizes and l^inds of paper, 



18. Prepare materialk fl^r dij^icating and photocopying. 



lyping rules 



Unarranged copy 



Direct. dictation 
Composing 

Productiot^^-up 



Correcting errors 



6^plies 



Duplicating 



19. 



2q. 

21. 
22. 

23; 



25. 

26. 
27. 

28. 



29. 

3ol' 



31. 



Identify *and demonstrate special letter notations: 

(b) carbon notations 
c enclostires ' (d) legal notatiqns • ' 

, e Mirnohtions ' . • (f> postscripts 

(g), reference initials ' (h) subject -lines 

Type from straight copy which is controlled for syllabic 
intensity, avehge WQrd length, and high frequency words. 

Understand the uses of power "typing and word Recessing . » 

' Locate and ,\^e reference in format ion. in standard Canadian ' 
reference books. 

Organize the')vork area for high, productivity. 

Demonstrate'responsibility in areas of: " ' 

(a) undetected errors •. (b) care of equipment 

(c) reporting machines requi;?ing repairs 

Demonstrate attitudes, character traits, and behaviour 
patterns necessary for success. \ 

Demonstrate the ability to follQ;v\oral and written instructions. 

Evaluate straight copy and production, work, for q,ualitv and 
quantity. 

Understand the .utilization of the typewriter keyboard on 
related equipment: 

(a) teletypewriter > (b) postiilg niachine 

(c) coDiputer console ' (d) computer terminal 

Coi^jith the pressure of time and multiplicity of tasks.* 

Deitii^Uate an ability to setfriorities. 

TypeM increasing speeds, 



Letter notations 



Straight copy 
Word proces^ng 



Refepce 
manuals 

Work area 

Responsibility 



Behaviour patterns 

Instructions 
Evaluation 

RelatSd 
equipment 



Time and tasks 
Priorities 
Speed development 



PERSONAL AND BUSINESS RECORDS 


AeBREVIATION: - 


PBR 9 




"~mrT? ' : — 


9 


LEVEL: . 


JurfRr Secondary 




SEQUENTIAL TO: 


None 



INTENT: 



CONTENT: 



This course is intended to be an introductory' activity-based 
course covering the preparation and use of common personal 
and bus.iness records. The course will provide a look at 
records of ofTe occupation in several indust ries , . and the 
records of several occupations in one industry. ' 

* Techniques of keeping records 

• skill in computation aad calculating 

• recording data in columnar form , 

• neatness^ accuracy, and legibility 

• cross-checking 

* Personal Money Management 

* Identification and use a variety of business papers 

* Identification and complet ion of source documents 

application for credit, budget records, deposit slips invoices, 
memos, reconciliations, withdrawal slips , ♦billing statements 
cheques, employee records, loan forms, receipts, sales records 

* Basic business skills and vocabulary 

• comparing, compUing, filing, recording, verifying, coding 
copying, indexing, sorting 

• spelling, definition, and use of business vocabulary 

* Preparation of business reports 

• introduction of graphs and flowcharting. 

* Cash Control Systems 

• cash records, cash registers, proof tapes, currency deposits 
daily cash reports ' ' 

* Cash Funds , . 

• vouchers and records \ 

• change and petty cash funds 

* Inventory Systems 

• packing slips, shipping orders, freight b.ilJrs, receiving reports, 
bills of lading, inventory control records 

* ^Merchandising Systems 

^ pricing of goods, charge accfounts , r.ales i^eports, telephone and 
mail orders, invoicing, collection records and lettei-<^ q;.v^c, tax 
^ Purchasing Systems ^' ^ 

• purchase requisitions, creditor accounts ,' purchase orHpr- h^rk order- 
► Payroll feygt ems . ^ o^deio, b^ck oraer. 

• time ^ cards, employee records, deduct ions currency broak-downs, 
earnings records, payroll summary, cheques 

^ Career Exploration 
^ Personal Development 



SUGGESTED LEARNING QUTCOMES : 



ACCOUNTING: 1-17 
ECONOMICS: 6, 12, lu, 1^ 
CAREER SKILLS: 1 - 

PERSONAL DEVELOPMENT: 



I, 22, 25 
6, 10, 13, 
1 - 18 



21, 22 



EKLC 



120 



ftlfONAb AMD BUSINESS RECORDS 9 



PRBSCRIBBD MATERIALS: 

1 GENERAL RECORDKEEPING - Seventh Edition 
H. Huffman and J. Stewart 1976- ^ 

2 ^ THE feREGG OFFICE JOB TRAINING PROGRAM 

* M. E. Andrews, Consulting Editor 1973 
Stock Control Clerk by Albertson 

Training Manual 
Purchasing Clerjk by Rissner 
Training Manual 
, Offi^^e Cashier by Hodges 
Train-ing Manual . 



SUPPLEMENTARY MATERIALS: 

CANADIAN RECORD KEEPING PRACTICE 
A,. E. Sparling 1973 
Workbook 

Teacher's Key . 

GENERAL RECORDKEEPING - Seventh Edition 1976 
Source Book and Key 

Activity Guide and Working Papers - Book I 

PERSONAL RECORDKEEPING PRACTICE SET 

M. Wood 1976 

Key 

THE GREGG OFFICE JOB TRAINING PROGRAM 
M. E. Andrews, Consulting Edited? 19 73 

Stock Control Clerk by Albertson 

Resource Materials 
Purchasing Clerk by Rissner 

Resource Materials 
Office Cashier by Hodges 
Resource Materials 



McGraw-Hill 
31030-0 

McGraw-Hill 



01829-4 
01833-2 
01831-6 



McGraw-Hill 

77318- 1 

77319- X 
^77320-3 



31033-5 
31031-9 

McGraw-Hill 

71621- 8 ■ 

71622- 6 

McGraw-Hill 



01830-8 
01834-0 
01832-4 



A Issue . 



E Issue 

30 per school 
to be ordered 
only if , 
district is ' 
able to. 
purchase 
Resource 
Materials 



SUGGESTED EQUIPMENT AND FACILITIES: 

■ ♦ Calculating machines - one for every four students 
*♦ Overhead projector and screen 
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ABBREVIATION: 


CF 10 


CONSUMER FUNDAMENTALS 


REPLACEMENT: 


partial BC 10 


- 10 


LEVEL: 


Junior Secondary. 




SEQUENTIAL TO: 

4 


None 



INTENT: This course is a study of consumer fundamentals organized 
around three areas of consumer impact — the consumer, the 
consumer's effectiveness in the marketplace, and the con- 
, .sumer's preparation for the future. 



CONTENT: * Functioning in the marketplace 

• knowing the business community 

• the new consumerism 

^ • the difficult role of the consumer 

• characteristics of the Canadian economy 

* Managing money 

• preparing a personal budget 

• keeping a record 

• location and use of resour^ces, guides, and directories 

* Consumer credit and borrowing money 

• cash and credit purchases 

• instalment buying 

• methods of making payments 

* Buying goods and services 

• motivation for buying 

• buying for your needs 

• buying for your wants 

* Buying durable goods 

• buying appliances 

• buying furnishings 

• buying transportation and recreational vehicles 

* Renting, buying or building ♦ 

• ^.(Jeciding to buy or rent 

• choosing^" an apartment 

• buying a'^home 

• maintaining property 

Consumer plainning f or^ the future 

• the Canadian banking system 

• consumer savings facilities and their uses 

• lending facilities 
Investing money 

* Communicating 

• written cbmmunications 

• postal information 

• telecommunications 

• computer communication 

• media communication - ^ 

* Moving goods and people 
. shipping goods 

. moving. goods ) 
. travelling 
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CONSUMER FUNDAMENTALS 10 



♦ The financing Of gpvernipent 

levels of government 
the ne#d for taxes 
sources and uses of tax dollars 
types of taxation 

preparation of personal income tax forms 
qualities . of a tax systfipji 



0^ 



SUGGESTED LEARNING OUTCOMES: 



* BUSINESS COMMUNICATIONS: 1, 11, 14, 15 

* CAREER SKILLS: 1 - 6 , 10 , 13 , 21 , 22 

* ECONOMICS: 1-3, 6^9, 11 - 15, 18-22, 25 
♦INFORMATION SYSTEMS: 1 , 2 , 3 , 9 , 15 , 17 

* LAW: 6,' 8, 21 

* MARKETING: 1, 4, 6, 8, 9, 11, 19 

* PERSONAL DEVELOPMENT: 1-18 



- 31 



PRESCRIBED MATERIALS : 

1 GENERAL BUSINESS AND CONSUMER FUNDAMENTALS 

J. T. Treliving, T. G. Muiphy 1977 



McGraw-Hill 



THE CONSUMERS HANDBOOK - 99 COMMERCIAL RiP-OFFS AND HOW TO SPOT THEM 



A Issue 



L. Gorden 



1975 



YOU, THE CONSUMER 
G. Daw, J. Beatty 



1975 



CONSUMER CREDIT AND CONSUMER FRAUD 
S. N. Spetz 1972 



McLelland and 
Stewart Ltd. 

Wiley Publish, 
of Canada 

Pitman PuB. 
01080U 



C Issue 



C Issue 



C Issue 



SUPPLEMENTARY MATERIALS : 

BUSINESS/^FUNDAMENTALS - Third Edition 

Bruce, R. H. Heywood, W. Abercrotnbie 
1977 Revised Edition 



T10 CONSUMER AND MODERN BUSINESS 
W. B. Neeb ; 1975 



Revised Edition 



McGraw-Hill 



McGraw-Hill 
82210-7 



CONSUMER DIGEST CAVEAT:* CONSUMER EDUCATION IN ACTION Edu-Media 
1974 (J. B. Lippincott Co.); 



BUSINESS FUNDAMENTALS - Third Edition 
Teacher's Key 
'Workbbok . 



McGraw-Hill 
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OOMSUHER FUNDAMENTALS 10 



■ CONSUMER EDUCATION JSSUES SERIES 
.R. E. Oliver, General Editor 

HOME TRUTfJ^ byC.K. Curtis, G. Meehan, 

* ind Dfc,<rG. Walsh 1973 
CRfiDIT COSTS by J. Hibbert, and • 

T. G. Murph^ 1973 
MONEY MATTERS by R. E. Oliver and 

M. J. Daypuk 1973 
SHOPPING SENSE by R. E. Oliver 1976 

GENERAL BUSINESS AND CONSUMER FUNDAMENTALS 
1^ Capaffilair^dit 

^Teacher's Resource Book for 1977 Edition 
/study Activity Guide for 1977 Edition 

^CONSUMER KIT (including current statutes ) 
Department of Consumer Services 

NEWSPAPERS - one class set, once a week 

CONSUMER KARATE - A DEFENSE MANUAL FOR PEOPLE WHO SPEND 
Cepica, Gabely 1975 

CONSUMER ASSOCIATION OF CANADA PUBLICATIONS 

PERSONAL RECORDKEEPING PRACTICE SET 
M. Wood 1976 
Key 



McGraw-Hill 

77^8-3 ^ 

77559-1 

77557-5 
82221-2 

McGraw-Hill 



Queens' Printer 



MONEY 

Family Services 
of Vancouver 



McGraw-Hill 

71621- 8 

71622- 6 



SUGGESTED EQUIPMENT AND FACILITIES: * 

* overhead projector and screen 
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TYPING 9 

PiiinouNAL TYPING H 


ABBREVIATION ■ 


TV Q r\T» DTV 1 1 

*. 1 1 » or A' 1 jl IX < 




REPLACEMENT: 


TY 9, partJLal TV 


10 


LEVEL 


Junior or Senior 


Sec. 




SEQUENTIAL TO: 


None . 





INTENT: 



CONTENT } 



It is intended that touch typing skills will be learned and used 
to type a number of documents used in personal and business life, 
The course should be the first course in a continuous programme 
for typing. ^ 

J 

♦ Touch typing of alphabetic, numeric, and symbolic characters 
on the typewriter keyboard 



♦ 



Operation of service keys and typewriter mechanlsrps 
Proofreading skills 

Vertical and horizontal centering > 
Personal and business letters 
Tabulated reports ^ 
Typing from rough draft 
Reports in various forms 
Career Exploration 
Personal Development 

SUGGESTED LEARNING OUTCOMES: 

Ty PEffR ITING: 1 - 17, 20, 22, 24 - 27, 31 . 
CAREER SKILLS: 1-6, 10, 13, 21, 22 ' 
PERSONAL EEVELDFMENT: 1-18 



PRESCRIBED MATERIALS: (available only for Typing 9 in 1977-78) 



1 (a) BUSINESS APPLICATIONS .(iN TYPEWRITING 
Farmer, Graham, Jenkins ■ 1976 



Gage Ed. Pub, 
7715-0878-6 



A Issue 



or 



TYPING 300 - Volume One -^General Course 
^ J. L. Rowe, A. C. Eloyd,^. E. Winger 

TYPING' POWER DRILLS - Metric Edition 
A. C. Lloyd, J, L. Rowe, F. E, Winger 

PROGRESSIVE TiSeD WRITINGS 
Hodgins 1976 ' \ 



McGraw-Hill. A Issue 

774i+6-3 



McGraw-Hill 



McGraw-Hill 



E Issue 



E Issue 



EKLC 
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; TyF^,. {^!mSOKAL TYPIilG U ' 

x^mm^m^A^x^^ Editioa 

'^^h^-^i M«!yfly J r Ran* , , F . E • Winger 

]5|J^I^ - Timed Vritings 

•;jirA, MOMland^ 1976 

BtJSINESS TIMED WRITINGS Revised Edition 
U C. Nanassy, A. C. Fries * 197^1 

.jTYPlNG MAILABLE LETTERS - Canadian Edition 
'"i^ JJ^ili^^V. Brendel, R. Krause ^ 1973 

, TiRIPLE-COKTRDLLED TIMED WRITINGS 
H. G. Palmer, A. M. Agnew 1971 

BUSINESS APPLICATIONS IN TYPEWRITING . 
Farmer, Graham, Jenkins 1976 

Student Study Guides and Stationery 

Teacher's Manual 

Cassette Tapes 



McGraw-Hill 
38161-5 

Pitman Pub. 
010865 

Glencoe Press 
i|76i|8 

McGraw-Hill 
77370-X 

. Gage Ed. Pub. 
538-200W-5 

Gage Ed. Pub. 

7715-0880-8 
7715-0879-i^ 
7715-0882-i^ 



TYPiNG 300 
Rom^iXiloyd, Winger 

Learning Guides and Itorki-rfg /Papers I 
Learning Guides and Working Papers II 
Tapes - Keyboard Presentation ^ 

Patterned Typing Procedures 
Speed and Accuracy Improvement 

. ■ ■ * » 
■^THE PERSONAL TOUCH - Second Edition 
S. Wright 1976 Edition 



McGraw-Hill 

77671- 7 

77672- 5 ^ 
87590-1 or 86310- 
a7591-X or 86311- 
87592-^8 or 86312- 

McGraw-Hill 



DRILLTYPE 2 ■ m 

J. Miller 1975 ^ 

PERSONAL APPLICATIONS IN TYPEWRITING 
Farmer, Graham, Jenkins ,1976 



Pitman Pub. 
010864 , 

Gage Ed. Pub. 
7715-0875-1 



SUGGESTED EQUIPMENT AND FACILITIES: 

* electric typewriters - standard use - one per student 

* stop watch and time clock 

* demonstration table 

* cassette tape recorder and record player 

* EDL Skill Builder and filmstrips and screen 

* overhead projector and screen 



76 



126 



TYPING 10 
PERSONAL TYPING 12 



ABBREVIATION: 



REPLACEMENT ; 



TY 10 or PTY 12 
TY 10. TY 11 : 



LEVEL : 



SEQUENTIAL TO; 



Junior or Senior Sec. 
TY 9 or PTY 11 



INTENT: It is intendedi^ that this course be a second course in the 
cxjntinuous^ prcrgress typing programme. It will provide an 
extension of personal and business applications and development 
of typing ski-. Is. 

CONTENT: * Mailable letters and envelopes 

♦ Tabulated reiports 

* Correct and 



efficient methods and proj^edures 

* Rules for ward division, numbers, capitalization, etc. as 
they api^ly tip typewriting 

* Unarranged and rough draft materials 

* Application if keyboarding skills 

* Composing at the typewriter _ 

* Decision-making skills 

* Personal development 

* Career exploration „, . 

* Employment skills * 



SUGGESTED LEARNING OUTCOMES: 

.TYPEWRITING: 4, 7, 10 - 31 
CAREER SKILLS: 1 - 6 , 10, 13, 21, 22 
INFORMATION SYSTEMS: 5, 15 
PERSONAL DEVELOPMENT: 1-1^ 



SUGGESTED EQUIPMENT AND FACILITIES: 



* 
* 

4c 



electric typewriters - standard use - one per student 
electric typewriters - specialized use - two per classroom 
time clock and stop watch 
cassette tape recorder 
overhead projector and screen 
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ERIC ^ 



SHORTHAND -fPROGR AMME I NTRODUCT I ON 



.TIME: The Shorthand Progranune should consist of 240 hours of ' 
instructional titiie and be sequential in nature. Schools 
on -a semester system, allotting 80 hours of instructional 
time for 'each course, should offer SH 12B to bring the 
instructional time up to a total of 240 hours. 

SYSTEM: The selection of a shorthand system' should depend on the 

student's objectives (vocational or personal note making), 
the length of time needed for mastery, the capability of 
the etudent, and the memory load. The ultimate goal of 
shorthand is for a student to take dictation at a speed 
which enables the acciirate recording and transcription 
of notes at a rate commensurate with an acceptable range 
of achievement. 

RECOMMENDED SYSTEMS: 

* Pitman Shorterhand AND/OR 

* Programme 21 Shorthand AND/OR 

Forkner Shorthand AND/OR 





ABBREVIATION: 


SH 10 or SH 11 


SHORTHAND 


REPLACEMENT: 


SH 10. SH 11 A 


10 or 11 


LEVEL : ' 


Junior or Senior Sec. 


SEQUENTIAL TO* 


None 



IHTENT: 



This course will cover the theory of the selected shorthand 
system. The student will practice taking dictation at set 
speeds for varying lengths of time and transcribing from dict- 
ation within set time limits. It will be the first course in 
a continuous progress shorthand programme. 



CONTENT: . * Technique 

. The physical routine of preparing for dictation 
♦ Phonetics 

. : The principle of writing from sound without consideration -of the 
, word in its conventional alphabetic form 

♦ 'Theory 

f Shorthand achievement is directly related to the student's ability 
to construct accurate shorthand outlines. It is desirable, then, 
that students have a knowledge of theory and be encouraged to 
< -' .write accurate outlines 
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SHORTHAlirD 10 /SHORTHAND 11 



Speed and Accuracy DevelopimQnt . 

• DictatlonUs the ba'^is of s^ill^ building in shorthand, t^ie higher * 
the level of vocpbulary,. the higher the recording ;rate. 

Procedures ol IfraiPiscription 

. Transcription includes setting up the transcript: in proper 'form, 
reading in thought phrases, keeping the - typewriter moving at an 
even ralie, using- the dictionary, erasing errors, proofreading, etc. 

Pre-transcription Skill Development 

• These skills include rapid reading,^ inserting correct, punctuation, . 
. correct grammar and spelling, and fast and accurate typewriting . 
Homework • -rr & ^ 

. It is extremely important to establish a pattern of distributed ; 
practice in acquiring a skill such as shorthand^ Students sh6uld. V** 
be expected to do home preparation especially when the class is notV 
meeting regularly. Demonstrate correct techniques for reading* ' 
homework with transcript or without, and for writing homework. 

Reading \ , 

• Students^ who cannot rapidly reaci shorthand will have difficulty 
^writing it. Students shbiild be expected to read shorthand twice 
as fast as they are expected to write it. 

Personal Development and Careel- Awareness 

• These topics should be touched upon throughout the course. 




SUGGESTED .LEARNING OUTCOMES ; 



SHORTHAND: 1 -14, 17, 18, 20 - 25 
typewriting: 1-13, 19, 24 
CAREER SKILLS: 1 - 8, 21, 
PERSONAL e!eVELOPMENT : 1-18 



PRESCRIBED MATERIALS: (available only for Shorthand 10 in 1977-78)/ 



shorterhand system 

1 (a) PITMAN SHORTERHAND, BOOK I 

Re id, Thompson 

2 (a) WRITING AND TRANSCRIPTION SKILL DEVELOPMENT 

BOOK II ' Reid, Thompson , Scott 

3 (a) THE NEW PITMAN SHORTERHAND TAPE PROGRAM I £ II 
PROGRAMME 21 SYSTEM 



Pit|^n Pub. 




1 (b) .PROGRAMME 21 SIMPLIFIED SHORTHAND 
Beaucamp, Hansen ' 19 73 

2(b) MULTI-DICT - PROGRAMME 21 
Beaucamp, et al. 1975 

'3 (b) PROGRAMME 21 TAPE LIBRAR? ' 



Second Ed. 



Pitman Pub. 
000379 

Pitman Pub. 



Imprest Pub. 



A Issue 



E Issue 

1 per school 



A Issue 



Imprest Pub. A Issue ^ 



Imprest Pub. 
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E Issue 

1 per school 



SHORTHAND. 10/SHOilTHAND 11 
FORKNER SYSTEM 



; 1 (c) FORKNER SHORTHAND, Canadian Edition 
: , Forkner, Brown 19 72 

/, 2 (c) GUIDED STUDY IN FORKNER ' SHORTHAND 
Weber, Weber 197^1 

^ 3 (c) FORKNER SHORTHAND, Canadian Edition 
Cassette Tape Library 



SUPPLEMENTARY MATERIALS 



SHORTERHAND DRILLBOOK I and II 
Re id, Thompson 

THE SHORTHERHAND DICTIONARY OF COMMON WORDS 
Reid, Thompson ^ 

PROGRAMME 21 DICTIONARY 
1973 ' ^ 



Gage Ed. Pub. 
7715--0730-5 

Gage Ed. Pub. 
912036-21-- i| 



•Gage Ed. Pub, 
912036-81-^ 



Pitman Pub, 



A Issue 



A Issue 



E Issue . 
1 per school 



Pitman Publishing 
000335 

Imprest 'Pub. 



PROGFlAMME 21 SUPPLEMENTARY MATERIAL - to be 
used during theory learni,ng phase 

FORKNEIJ ^SHORTHAND, Canadian Edition 
Forknet'i Brown 19 72 

Study Guide 

Teacher's 'l^lanual 

.Sf' ' ' 

FORKNER ^SHORTHAND OUTLINES FOR THE 
BUSINESS VOCABULARY, 2nd Edition 
Farmer Lore 19 76 



Imprest Pub. 

Gage Ed. Pub. 

7715-0731-3 
7715-0732-1 

Gage Ed. Pub. 

7715-0727-5 



SUGGESTED EQUIPMENT AND FACILITIES: 

♦ electric typewriters - one peE student 
•j ♦ overhead projector and screen 
' ♦ shorthand laboratory or 

cassette recorder, listening posts and earphone system 

1 
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INTENT: 



CONTENT: 



SHORTHAND 
12 or 12A 



ABBREVIATION : 


SH 


12 


~ • 

or SH 12A 


REPLACEMENT: 


Sh 


IIB 


. 12 


LEVEL : 


Senior 


Secondary 


SEQUENTIAL TO: 


SH 


10 


or SH 11 



This course will offer dictation and transcription development 
vocabulary expansion, and career exploration in shorthand 
related areas. 

* TechnjLque 

. Good work habits and the elimination of waste motion in taking dictation 
and iq transcribing are continually emphasized 

* Theory. Review 

* Speed and Accuracy Development 

• A vair^iety of dictation plans are used with emphasis on building 
vocabulary 

* Specialized Vocabulary 

• Sources of ^ words for specialized vocabulary building may be found 

in professioris and busiriesses. Particular emphasis should be on the 
words that are commonly used in banking, insurance, law, education, 
medicine, and engineering \ 

* Procedures of Transcription 

• Continuing emphasis on good transcription techniques and the 
improvement of producti6n quality and quantity 

* Hqmework 

* Off ice-style Dictation 

• Dictator's style and circumstances \hat the 
. ' ' shorthand writer may encounter 

* Personal Development 

* Employment Standards and Skills 

♦/Career Exploration in Shorthand Related Areas 

/ • Computer related input 

^ • Court reporting 
; • Machine, shorthand 



SUGGESTED LEARNING OUTCOMES: 



/SHORTHAND : 6, 11 - 25 
/TYPEWRITING: 1 - 13, 19, 24 . 
PERSONAL DEVELOPMENT : 1 18 
CAREER SKILLS: 1 - 6, 12, 16 - 24 



/ 



SUGGESTED EQUIPMENT AND FACILITIES: 

^ ♦ Electric typewriters - one per student 

/ ♦ Overhead projector and screen 

♦ Shorthand Laboratory or 

' Cassette Recorder, listening posts, and earphone system 
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ABBREVIATION: ■ 


SH 12B 




• SHORTHAND 




REPLACEMENT: 


SP 12 




12B 




LEVEL : ' 


Senior Secondary 








5EQUENTIAL TO: 


SH 1 2A 

Oil X Arl 


INTENT: 


TJiis course i,s intended 


to bring the total 


instructional time 



up . to 240 hours . 



CONTENT: 

LEARNING OUTCOMES:' 
SUGGESTED LEARNING RESOURCES: 
SUPPLEMENTARY MATERIALS : 
SUGGESTED EQUIPMENT AND FACILITIES; 



See Shorthand 12A 



■ ; 





ABBREVIATION: 


OP 11 


OFFICE PROCEDURES 


REPLACEMENT: 


TY 11, OP 12' * . 


11 


LEVEL: 


Senior Secondary 




SEQUENTIAL TO: 


TY 10 or PTY 12 



INTENT: 



CONTENT: 



It is intended that this course develop skills pertin^^nt to the 
clerical and secretarial office procedures . and related areas. 
It is intended to be part of the continuous progress typing pro- 
gramme and will be continued in Office Procedures 12. 



9 



* Typing speifed and accuracy development 

* Duplicating Systems 

* Mailing Routines and Systems 

* Letters, Envelopes, and Memoranda 

* Filing and Hetrieving Routines and Systems 

* Telephone Services 

* Telecommunications 

* Employment Skills 

* Career Exploration 
-♦ Personal Development 

* Word Processing 

* ^Fundamentals of Data Processing 

* Clerical Routines related to banking, purchasing, accounting, 
a^d transportation 

* Sources of Information 
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OFFICE PROCEDURES 11 

SUGGESTED LEARNING OUTCOMES: ' • 

■ TYPEWRITING: 10 - 31 
OFFICE PROCEDURES: 1 - U3 
INFOkMATION SYSTE'MS : 3, 9 - 13, 15 - 18 
BUSINESS COMMUNICATIONS: 1-21 
CAREER SKILLS: 1-8, 10; 13, 17 
PERSONAL DEVEIyOPMENT : i - 18 
ACCOUNTING: 7, 10 

DATA PROCESSING: 12 , ^ ' ■ 

SUGGESTED EQUIPMENT AND FACILITIES: /O 



ERIC 



I typewriters - standard use - one ^er student 

* Electric typewriters - specialized use - four per classroom 

* Duplicating machines^ spirit stencil , and offset 

* Closed circuit teletrainer 

* Model Office laboratory and flexible room arrangement 

* Photocopier 

* Electronic calculator with tape printout - one for every 
four students ' - ^ ^ j> 

* Access to a word processing sy^tim' " 

* Access to an electronic data processing system ' ' 
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OFF I CP PROCEDURES 
12 



ABBREVIATION: 


OP 


12 > 




REPLACEMENT: 


OP 




partial 00 12 


LEVEL: 


Senior 


Secondary 


SEQUENTIAL TO: 


OP 


11' 





INTENT: It is intended that this course develop skills pertinent to the 
clerical and secretarial office procedures and related areas in^ 
more detail and from an administrative viewpoint. This course 
V^ill be the final course ip the continuous progress, programme. 

CONTENT: * Information Systems 

* Functions of Management 

* Efficiency and Methods and Work Simplification 

* Travel Arrangements and Appointment Scheduling 

* 5usiness Communications 

* Transcribing Skills 

* Personal Development 

* Employment Skills 

*' Word Processing . * 

* Supplies - use> quality, storage, etc. 

* Co-operative Work Experience 

SUGGESTED LEARNING OUTCOMES: 

DATA PROCESSING: 5, 9 , 12 
TYPEWRITING: 4, 10 - 31 
OFFICE PROCEDURES: 1-43 

INFORMATION SYSTEMS: 1-18 ; - 

BUSINESS COMMUNICATIONS: 1-21 
CAREER SKILLS: 1-24 

PERSONAL DEVELOPMENT: 1-18 — 
ORGANIZATION & MANAGEMENT: 8, 21, 33, 42 

SUGGESTED EQUIPMENT AND FACILITIES: 

* Electric typewriters - standaird use - one per student 

* Electric typewriters - specialized use - four per classroom 

* Transcribing Equipment -one for every two students 

m * Model Office I^oratory and flexible room arrangement 

* Electronic woi^processing equipment - one per school 

* Access to an electronic data processing system 
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MARKETINO 

11 


ABBREVIATION : 


MK 11 


REPLACEMENT: 


NEW 


LEVEL: 


Senior Secondary 




SEQUENTIAL TO: 


None^, 



INTTMT : 



CONTENT: 



This is an introductory course in marketing with an emphasis on 
re>tailing. It is intended that this course be a practical 
activity-based course. ' . * ' 



:y-based course 

♦ Introduction to Marketing 

• Overview of the major divisions in marketing 
Your prospects -for success In marketing 

• Choosing your job and your employer 

• Remuneration ^ the job including calculations 
J Finding your first full-time job in marketing 

♦ Market Research 

Demographics of the consumer market ^ 
Informatibn needed for making decisions 
Sources of primary data 
Methods of gathering^^econdary idata 
Preparing the researc\ reports 

♦ Store Organization 
- Buying and Pricing 
. Choosing the products 

• Choosing the vendors 

• Planning the merchandise mix 
. Developing the merchandise budget 

• Stock turnover * ^ - 

• Pricing strategies 

• Merchandise pricing calculations 

• Channels of Distribution . , 

* Effective Selling 

• The importance of selling 

• Locating prospects 

• Understanding customers 

• Using product knowledge < ' f 

• The approach to the customer 
Making an effective saJ,es presentation ^ 

• Overcoming objections and excuses 

• Closing the sale 

• Using the cash register 

• Sales records 

* Advertising and Display 

• Advertising media 

• Planning the advertising campaign 

• Measuring the effectiveness of advertising 

• Types of display > — 

• Creating and judging displays 
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MARKETING 11 



* Custoiner Services 

• • Customer protection 

• Trends in customer services 

• Extending credit 

• Credit and collection procedures 

• Customer accommodation services 

• Advisory service"^ 

• Customer shopping conveniences 



SUGGESTED LEARNING OUTCOMES: 



BUSINESS COMMUNICATIONS: 19, 20 
JDAREER SKILLS: 1 - 14, 19 - 24 
ECONOMICS: 1 - 3 , 5 , 9 - 12 , 35 , 38 , 39 
LAW : M, 5, 6, 20 

MACHINE CALCULATIONS & PROCEDURES: 1, 4, 5, 20, 22, 33, 34, 44, 45 
ORGANIZATION & MANAGEMENT: 2 - 5, 14, 16, 35, 38, 39 
PERSONAL DEVELOPMENT: 1-18 ' ^ 

MARKETING: 1-26 



SUGGESTED EQUIPMENT AND FACILITIES; 



♦ Cash Register with electronic display, at least six desig- 
nation keys, and. audit functions - one per school 

♦ Marketing rooms should have: sink, display areas ( cases 
and counters), manequins, secure area, price marking 
devices, point-of purchase display materials. 

♦Access to retailing simulations (including computer access) 
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INTENT.: 



CONTENT : 



MARKETING 
12 



ABBREVIATION: MK 12 



REPLACEMENT: 



NEW 



LEVEL: 



Senior Secondary 



SEQUENTIAL TO: MARKETING 11 



This is a course in marketing practices with much wider scope 
than the introductory course. It will be taught from the 
administrative point of view. Some schools, because of size, 
may wish to combine some of the topics from Marketing 11 and' 
Marketing 12. In this case, credit should be given for 
Marketing 11. 

* Advertising and Promotion 

• The development of advertising 

• The role of advertising agencies 

• The Public Relations function ' 

• Attract ingi attention and creating interest ^ 

• Advertising in periodicals and newspapers 

• Outdoor advertising 

• Television advertising 

• Radio advertising 
Direct-Mail campaigns 

* Channels of Distribution 

• Wholesalers, jobbers, brokers 

• Warehousing 

• Transportation 

* Human Relations in Marketing 

• Ethics in retailing 

• The importance of human relations 

• Employer-employee relationships 

• Action to improve human relationships 

• Career paths 

* Organization for Marketinj? 

The single proprietorship 
Corporate forms of ownership 
Franchises 
Chain stores 
Shopping malls 

Co-operatives ^ •. 

* Product Planning 

• Strategies 

• Packaging 

• Branding 

• Labelling 

• Regulations and legislation 

* Market Research 

• Theories 

• Sampling techniques 

' Training of interviewers 

• Current marketing practices 
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MARKETING, 12 ^ . ' 

* International Marketing 
. . World Markets 

• Promotional regulations 

.. • Trade .commissions. Trade fairs 

• Import and export regulations 

• "distribution and support services 

SUGGESTED LEARNING OUTCOMES: 

MACHINE CALCULATIONS & PROCEDURES: 31, 33, 34, 35, 43, 44, 45, 46 
MARKETING: 1-26 

ECONOMICS: 1. 2, 3, 9 - 12, 35, 38 , 39 , 41 
CAREER SKILLS: 1-24 
LAW: 4, 5, 6, 20 

ORGANIZATION 8c MANAGEMENT: 2 - 5, 14, 16, 35, 38, 39 
PERSONAL DEVEL0Pr.!E2^T: 1-18 
I 

SUGGESTED EQUIPMENT AJJD FACILITIES: 

♦ Cash Register with electronic display, at least six 
designattoiLJtfiys , and audit functions - one per school 

♦ Marketing rooms should have: sink, display areas with 
cases or counters, manequins, secured area, price 
marking devices, point of purchase display materials 

♦ Access to retailing simulations (including computer access) 
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MACHINE CALCULATIONI^ & PROCEDURES 

12A 



INTENT: 



ABBREVIATION : 


MCP 12A 


REPLACEMENT • 


BM 12 




LEVEL: 


Senior 


Secondary 


SEQUENTIAL TO: 


None 


..." ' . • p 
« 



This course is intended to^ be a course to develop skills and con- 
cepts in arithmetic functions in business applications con- 
junction with learning calculating machine skills. 

CP 

* Machine Skills and Specialized Functions 

* Systems and Document Flow 

* Arithmetic Functions 

* Touch Skills 

r \ 

* Symbols-, Formulae, Translations and Concepts 

* Historical Davices 

* Mathematical Shortcuts 

* Programming on a Calculator 

* Consumer Buying Problems 

* Sales Transaction Calculations 

* Credit Calculations 

* Banking Calculations 

* Career Exploration 
• Job description, specifications, simplifications 

.* Postal and Freight Calculations 

* Estimation and Rapid Calculation 

* Weights, Measures, and Measurement 

* Personal Development 




SUGGESTED LEARNING OUTCOMES: 



^ INFORMATION SYSTEM^: 1, 2, 3, 7, 8 - 

MACHINE CALCULATIONS AND PROCEDURES: 1 - 17, 20, 2t, 23 25 29 33 
PERSONAL DEVELOPMENT: 1 - 9, 11, 12, 15 - 18 38 45' 52' 53 

CAREER SKILLS: 1-8, 11, 13, 14, 20 - 24 - . . , 

ACCOUNTING: 1-16 

DATA PROCESSING: 3, 4, 6, 7a, 7b, 12, 18 ' 
SUGGESTED EQUIPMENT AND FACILITIES: 

* Ten-Key keyboard calculating machines 
(electronic display, electronic printing, etc.) 

* Electronic posting machine 

* Electronic cash register 

* Access to electronic data processing equipment 
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^MACHINE CALCULATIONS & PROCEDURES 

12B 



ABBREVIATION: * 


MCP 


12B 




REPLACEMENT: 


BM 


12 




LEVEL : 


Sen 


ior Secondary 




SEQUENTIAL TO: 


MCP 


12A 





INTENT: 



CONTENT : 



-.J 



This course will explore business math. and machines in more 
detail and explore careers in machine- calculations and pro- 
cedures related areas. 



* 
* 



* 
* 
* 
* 
* 

* 
♦ 

♦ 
* 
* 
* 
* 



Review of Machine Skills and Arithmetic Concepts 

British Columbia Industries - calculations and procedures 
related to : 

Forestry ' - 

Mining 
Fishing 
Agriculture 
Travel 
Shipping 

Installment Loans 

Stocks and Bonds 

Tables, Charts, Graphs and Statistics 
Insurance 

Credit Control Calculations 
Real Estate 

Federal and Provincial Tax Calculations 
Home Ownership 
Automobile Ownership- 
Income Tax Procedures and Calculations 
Wholesaling and Manufacturing Calculations 
Retail Buying and Retail Selling 
Sales Transactions and Purchase Charges 
Wages and Payroll Calculations 
Career Exploration 
Personal Development 
Employment Ski l is 



SUGGESTED LEARNING OUTCOMES 
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ACCOUNTING: 1 - 16, 30, 31, 34, 37 
INFORMATION SYSTEMS: 1,2, 3, 7, 8 
MACHINE CALCULATIONS AND PROCEDURES 

30, 32, 36, 37,, 39 - 44 , 47 - 53 
PERSONAL DEVELOPMENT: 1 - 9, 11, 12, 15 - 18 
CAREER SKILLS: 1 - 8 , 1 3 - 15 , 17 - 24 
DATA PROCESSING: 3-6, 7c, 7d, -fL^,.18, 19, 21 



10 - 19, 22, 24, 26 - 28. 



MACHINE CALCULATIONS AND PROCEDURES 12B 
SUGGESTED EQUIPMENT AND FACILITIES: 

V 

* Ten-Key keyboard calculating machines 
(electronic display, electronic printing, etc,) 

* Electronic posting machine 
^ *' Electronic cash register 

* Programmable calculator 

* Access to electronic data processing equipment 
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i^ppendix I 



I^ROGRAM D^ELOPMENT MODEL 



.4 




PROGRAM 
RATIONALE 



11 



PROGRAM 
GOALS 



learning 
outcopIeb 



EVALUATION 



TEACHING 
STRATEGIES 



LEARNING 
RESOURCES 



1 



This i's -the model used to develop the Business Education Program 
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